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ABSTRACT 

This fifth in a series of ton learning Ecdales on 
coordination of cooperative education is designed to give secondary 
and postsecondary vocational teacher^coordinators skill in aatching 
students -and training stations and in placing students on the job. ^ 
Included is the seating up of training agreements and training plans 
for individual students^* The terminal objective for the Ecdule is to 
place co-op students on the job, while serving as a 
teacher-coordinator in an actual school situation. Introductory 
sections relate the competencies dealt vith here to others in the 
prqqram and list both the enabling objectives fcr the five learning 
experiences and the resources required. Materials in the learning 
experiences include required reading, self-check quizzes, model 
answers^ performance checklists, model trairing agreements and plans, 
and the teacher performance assessment form for use in evaluation of 
the terminal objective. (The modules on coordination of cooperative 
education are part of a larger series of 100 perf orcance-based 
teacher education (PBTE) self-^contained learning packages for use in 
preservice or inseryice training of teachers in all occupational 
areas. Each of the field-tested modules focuses on the development of 
one or more specific professional coBpetencies identified through 
research as important to vocational teachers. Materials are designed 
for use by "teachers, either on an individual or group basis, working 
under the direction of one or more resource persons/instrtctors.) 
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FOREWORD 



This module is one of a series of 100 performance-based 
teacher education (PB'iS) learning packages focusing upon 
specific professional competencies of vocational teachers. The 
competencies upon which these modules are based were Iden- 
tified and verified through research as being Important to suc- 
cessful vocational teaching at both the secondary and post- 
secondary levels of Instruction. The modules are suitable for 
the preparation of teachers in'ad occupational areas. 

Each module provides (earning experiences that integrate 
theory and application; each culminates with criterion refer- 
enced assessment of the teacher's performance of the spec- 
ified competency. The materials are designed for use by indi- 
vidual or groups. of teachers-ln training working under the 
direction and with the assistance of teacher educators acting as 
resource persons. Resource persons should be skilled in the 
teacher competency being developed and should be thor- 
oughly oriented to PBTE concepts and procedures in using 
these materials. 

The design of the materials provides considerable flexibility for 
planning and conducting perfomiance-based preservice and 
mservice teacher preparation programs to meet a wide variety 
of individual needs and interests. The mate rials are intended for 
use by universities and colleges, state departments of educa- 
tion, post-secondary institutions, local education agencies, and 
others responsible for the professional development of voca- 
tional teachers. Further information about the use of the mod- 
ules in teacher education.orogramsjs contained in three re- 
lated documents: Student GukJe to Using Performance-Baaed 
Teach«r Education Materfais, Resource Person Guide to 
Using Performance-Based Teacher Education {Materials and 
Guide to implementation of Performance-Based Teacher 
Education. 

The PBTE curriculum packages are products of a sustained 
research and development effort by The Center's Program for 
Professionci Development for Vocational Education. Many In- 
dividuals, institutions, and agencies participated with The Cen- 
ter and have made contributions to the systematic develop- 
ment, testing, revision, and refinement of these very significant 
training materials. Over 40 teacher educators provided input in 
development of initial versions of the modules; over 2,000 
teachers and 300 resource persons in 20 universities, colleges, 
and post-secondary ^institutions used the materials and pro- 
vided feedback to The Center for revision and refinement. 

Special recognition for major individual roles in the direction, 
development, coordination of testing, revision, and refinement 
of these materials Is extended to the following program staff: - 
James B. Hamilton. Program Director; Robert E. Norton, As- 



sociate Program Director; Glen E. Fardia, Specialist; Lois Har- 
rington. Program Assistant; and Karen Quinn, Program Assis- 
tant., Recognition Is also extended to Kri sty Ross, Technical 
Assifitant; Joan .'ones, Technical Assistant; and Jean Wlsen- 
baugh, Artist /^r their contributions to the tmai refinembnt of 
the materials: Contributions made by former program staff to- 
ward developmental versions of these materials are also ac* 
knowtedged. Calvin J. Cotrell directed the vocational teacher 
competency research studies upon .which these rhodules are 
based and , also directed the curriculum developrnent effort 
from 1971-1972, Curtis R. Finch provided leadership for the 
program irorn 1972-1974. 

Appreciation is also extended to alt those outside The Center 
(consultants, field site cdordinators, teacher educators,, 
teachers, and others) who contributed so generously in various 
phases of the total effort. Early versions of the materials were 
developed by The Center J n cooperation with the vocational 
teacher education faculties at Oregon State University and at 
the University of Missouri-Columbia. Preliminary testing of the 
materials was conducted at Oregon State University; Temple 
University, and University of Missouri-Columbia: 

Following preliminary testina, major revlsio" of. all materials 
was performed by Center Staff with the assistance bt humercu's 
consultants and visiting scholars from throughout the country; 

Advanced testing of the mate rials was carried ouf with assis- 
tance of the vocational teiac her educators and students of Cen* 
tral Washington State College; Colorado State.Univsrsity; Ferris 
State College, Michigan; Rorida State Unive^iity; Holland Col- 
lege, F.E.f.. Canada; Oklahoma State University; Rutgers Uni- 
versity; State Univers-ty 'JJcnsge at Buffalo; Temple University; 
University of Arizona; University of Michigan-Rint; University of' 
Minnesota-Twin Cities; University of Nebraska-Lincoln; Univer 
sity of Northern Colorado; University of Pittsburgh; University 
of Tennessee; Uhiversityof Vermont; and Utah State University. 

The Center is grateful to the National Institute of Education for 
sponsorship of this PBTE curriculum development isffort from 
1972 through its completion. Appreciation Is extended to the 
Bureau of Occupational and Adult Education of the.U.S. Office^ 
of Education for their sponsorship^ of training and advanced 
testing of the materials at 10 sites under provisions of EPDA 
Part F, Section 553. Recognition of funding support of the 
advanced testing effort is ^also extended to Ferris State College. 
Holland College, Temple,- University, and the University of 
Michigan-Flint. 

Robert E. Taylor 

Executive Director 

The Ce;iter for Vocational Education 
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Increase the ability of diverse agencies, institutions, and 
organizations to solve educational problems'relating to 
individual career planning, preparation, and progression. 
The Center fulfills its mission by: 

• Generating knowfedge ti. rough research. 

• Developing educational programs and products. 

• Evaluating Individual program needs and outcomes. 
9 Installing educational programs and products. 

• Operating information systems and services. 

• Conducting leadership development and training 
programs. 
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INTRODUCTION 




A vital part of the many responsibilities of the 
teacher-coordinator in a cooperative vocational 
:education program is placing a student on the job. 
There are claims that this activity is the most in- 
teresting work of the coordinator. Placement by 
the coordinator involves establishing training sta- 
tions (student job stations), and helping coopera- 
tive students select job stations that parallel their 
interests and abilities. The challenge for the coor- 
dinator is to help establish the most effective situa- 
tion for students to progress toward their career 
objectives, while meeting legal requirements. 

At this point you have competency in establish- 
ing, goals and criteria for your cooperative pro- 
gram, and in using these criteria to evaluate and 
enroll students and to evaluate and secure training 
stations. This module is designed to assist you in 
developing skills which will enable you to success- 
fully match students and training stations and to 
pirce your students on the job. 



ABOUT THIS MODULE 



Objoctives 




Enabling Objactives: 



1. After completing the required reading, demonstrate 
knowledge of the techniques and^procedures for 
placing a student on the job {Learning Experience I), 

2. Given student data on three hypothetical students, 
tentatively match each student to appropriate train- 
ing stations (Learning Experience II), 

3. For a hypothetical cooperative program in your ser- 
vice area, develop or revise a training agreement form 
which could be used in placing students on the job 
[Learning Experience III). 

4. Based*on-the preservice or inservice training pro- 
gram in which you are now involved, develop a train- 
ing plan for yourself (Learning Experience IV), 

Prerequisites 

To complete this module, you must have competency in 
establishing -guidelines for operating a cooperative vo- 
cational education program, in identifying and enrolling 
prospective students, and in identifying and securing 
prospective training stations. If you do not already have 
these competencies, meet with your resource person to 
determine what method you will use to gain these skills. 
One option is to complete the information and practice 
activities in the following modules: 

• Establish Guidelines for Your Cooperative Voca- 
tional Program^ Module J-1 

• Enroll Students in Your Co-Op Program j Mod u le J-3 

• Secure Training Stations for Your Co-Op Program, 
Module J-4 

Resources 

A list of the outside resources which supplement those 
contained within the module follows. Check with your 
resource person (1) to determine the availability and the 
location of these resources, (2) to locate additional ref- 
erences In your occupational specialty, and (3) to get 
assistance in setting up activities with peers or observa- 
tions of skilled teachers, if necessary. Your resource 
person may also be contacted if you have any difficulty 
with directions^, or in assessing your progress at any 
time. 
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Learning Experience I 

Required 

References (e.g., bulletins covering hazardous oc- 
cupations, child labor laws, fair labor standards act, 
employnient of students, etc) covering the rnost 
up-to-date information regarding..the.JegaLxon-.. 
siderations involved in placing students on the job. 
These are available at no cost from the U.S. Depart- 
ment of Labor, Wage and Hour Division. 
Optional 

Reference: A Guide for Cooperative Vocational Ed- 
ucation. Minneapolis, MN: University of Minnesota^ 
College of Education, Division of Vocational and 
Technical Education, 1969. 
Reference: Mason, Ralph E. and Peter Gl Haines. 
Cooperative Occupational Education and Work Ex- 
perience in the Curriculum. Second Edition. Dan- 
ville, IL: The Interstate Printers and Publishers, Inc., 
1972. 

Reference: Meyer, Warren G., Lucy C. Crawford, and, 
Mary K. Klaurens. Coordination in Cooperative Vo- 
cational Education. Columbus, OH: Charles E. Mer- 
rill Publishing Co., 1975. 

The videotapes, Richardson, Donald and Charles 
Beall, "Training Plans," and "Placing Students," 
from the series, Coordinating Techniques, Colorado 
State Board for Community Colleges and Occupa- 
tional Education, Colorado State University, De- 
partmeht of Vocational Education, Fort ^Collins, 
Colorado, 1976. 

Videotape equipment ior viewing the videotapes on 
training plans and student placement 
Materials to use in preparing a brochure (rough 
draft) for employers. 

Learning Experience 11 

No outside resources 

Learning Experiance ill 

Required 

A training agreement to revise for use in a hypothet- 
ical cooperative program in your.service area. 
A resource persoh to evaluate your competiency in 
developing or revising a training agreement. 

Learning Experience IV 

Required 

A resource person to evaluate your competency in 
developing a training plan for yourself. 

Learning Experience V 

Required 

An actual school situation in which, as part of your 
duties as a teacher-coordinator, you can place stu- 
dents on the job. 

A resource person to assess your competency in 
placing students on the job. 



NOTE: 



In placing students on the job jand developing training 
plans and agreements, you m ust be familiar with safety 
standards and regulations, especially those concerning 
hazardous occupations. Thus, it is recommended that 
the following recently published document be used as a 
.supplement to this module: Wahl, Ray. A Safety and 
Health Guide for Vocational Educators: An Instructional 
Guide witti Emphasis on Cooperative Education and 
Work-Study Programs: Harrisburg, PA: Pennsylvania, 
Department of Education, Bureau of Vocational Educa- 
tion, 1977. 



This module covers performance element numbers 337, 338, 346-353, 
*357,from Calvin J. Cotreil e? a/„ Model Curricula for Vocational and 
T9ctinicMl TeacherEducathn: Raport No. (Columbus, OH: The Center 
for Vocttlonal Education, The Ohio State University, 1972). The 384 
elements in this document Jomi the research base forati The Center's 
P6TE module development 

For information about the grfieral organization of each module, general 
procedures for their use, and terminology which is common to all 100 
modules, see About Using The Center's PBTE Modules on the inside 
beck cover. 

We would like to give special thanks to Elaine F. Uthe for the use of many 
of her ideas and nnaterisils in the development of modules in the J 
category. Information about the complete set of Uthe materials on the 
cooperative vocational program which were developed as part of a proj- 
ect ffi Michigan State University is available from Dr. Uthe at 3345 Car- 
riage L^ne, Lexington, KY 40502. 
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Formo for Placement 



The forms for placement which will be covered 
here are (t) application for a Social Security 
Number, (2) "work permit (including intention to 
employ), (3) forms to meet special placement 
needs, (4) training agreement or memorandum, 
and (5) training plan. These are not presented here 
chronologically, since the appropriate time for 
completing each varies. In addition, some states 
combine the intention to employ, the training 
agreement, and the training plan into a single 
form. Ypu will need \o check to see if your district 
or state has specific forms you-must use. These 
forms will be treated separately here for simplici- 
ty's sake. 

Application for a Social Security Number 

If^a student is employed and paid wagc^, then 
taxes and Social Security withholding will be de* 
ducted from those wages. In order to be covered 
by Social Security, the student must fill out an 
Application foraSocial Security Number form (see 
Sample 2). There are 14 simple items to complete, 
and th e place where the card should be sent when ' 
completed appears at the bottom^ of the card. This 
shpuidTbe done well in advance of employment. 

Work Permit 

Work permits, also known as age oremployment 
cartificates, serve the function of protecting the 
employer from violating child labor laws (see 
Sample 3). Part A of this form, Intention to Employ, 
is completed by the employer when the employer 
decides to hire a particular student who is a minor. 
The employer includes the details regarding^the 
amount of time and the hours which the student 
will be expected to work and the type of work the 
student will be doing. t 

After Part A is completed, the student must have 
a parent or guardian complete Part B, Parent's 
Content. This simply validates thatthe parent or 



guardian is aware of the employment conditions 
and approves of them.The student then must have " 
the principal orteacher-coordinator complete Part 
C, School Record. This is not a complete school 
record. It simply verifies that ihe student has a 
minimal grasp of the English language, and it indi- 
cates what grade the student has completed. 

Finally, the student must take the completed 
form and proof of age (birth certificate, baptismal 
record, etc.) to the district or county superinten- 
dent of schools. !f> approved, the work permit box 
at the top will be checked. 




Forms to Meet Special Placement Needs 

During the placement process, you as a 
teacher-coordinator need to be aware of legal re- 
quirements* ;child labor laws) and assist employers 
in seeing that they are meeting all of these re- 
quirements. 



ERLC 



Activity 



For information explaining how to prepare students for making initial 
contacts with, prospective employers, and dpscribingjhe forms to be used 
in the job-placement process, read the following information sheet: 



PLACING A STUDENT ON THE JOB 



Once you have determined a prospective coop- 
erative student's career objective, minimal basic 
skills, general occupational training, and specific 
job skills, etc., and once you have determined what 
types of jobs and learning experiences each pro- 
spective training station has availa6ie. you can 
tentatively begin to match students to training sta- 
tions. 

Each student should havethe opportunityto talk 
to at least three employers, if possible. This gives 

the interview 



students experience in applying for a job, and 
gives them an element of choice. Furthermore, 
should thoir first choice fall through, it gives them 
other options. Each training station employer 
should have the opportunity to talk to at least three 
students. This gives employers the opportunity to 
choose the person whom they consider to be best 
suited to the job. 



Before any student is sent out to talk to an em- 
ployer, the teacher-coordinator is responsible for 
providing that student with Interview skills. During 




a pre-schooi orientation or in the first few weeks of 
school, all students, as a grpup or individually, 
should receive instruction on how to prepare for 
and act during an interview. This instruction 
should include— 

• how to prepare a vita 

• how to fill out written application forms 

• v/hat types of questions an employer typically 
asks 

"vhat types of questions the student should be 
prepared to ask 



• how to prepare for an interview 

• what the employer will be looking for during 
the interview in terms of appearance and pre- 
sentation 

It is helpful to allow the student an opportunity \6 
practice these skills in a simulated situation before 
going out on an actual interview.'^ ^ 

The next step is to contact the employer and set 
a time for each interview. Sample 1 is a job inter- 
view card. The teacher-coordinator fitls out and 
signs the front of this card and gives it to the 
student. This tells the student whereto be, when to 
be there, and the name of the person who will be 
conducting the interview. When the student arrives 
at the interview, he/she gives,this*card to the inter- 
viewer. At this point, the form serves as a letter of 
Introduction from the teacher-coordinator The 
back of the card provides the employer with an 
opportunity to summarize impressions of the 
interview and of the student. The employer then 
sends the card back directly to the coordinator 
This process allows the coordinator (1) to keep up 
to date, (2) to help a student to eliminate, before 
future interviews, those areas identified as weak, 
and (3) to determine an employer*s likes and dis- 
likes before scheduling other student interviews 
with that employer. 



1. To gain skill in providing students with Interview skills, you may wish 
to refer to Module F5. As$!st Students In Applying for Employment or 
Further Education. 
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SAMPLE 1 
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Forms for Placement 



The forms for placement which will be covered 
here are (1) application for a Social Security 
Number, (2) work permit (including intention to 
employ), (3) forms to meet special placement 
needs, (4) training agreement or memorandum, 
and (5) training plan. These are not presented here 
chronologically, since the appropriate time for 
completing each varies, in addition, some states 
combine the intention to employ, the training 
agreement, and the training plan into a single 
form. You will need to check to see if your district 
or state has specific forms you must use. These 
forms will be treated separately here for simplici- 
ty's sake. 

Application for a Social Security Number 

if a student is employed and paid wagc^, then 
taxes and Social Security withholding will be de- 
ducted from those wages. In order to be covered 
by Social Security, the student must fill out an 
Application for a Social Security Number form (see 
Sample 2). There are 14 simple items to complete, 
and the place where the card should be sent when 
completed appears at the bottom of the card. This 
shPisid be done well in advance of employment. 

Work Permit 

Work permits, also known as age or employment 
certificates, serve the function of protecting the 
employer from violating child labor laws (see 
Sample 3). Part A of th is form. Intention to Employ, 
Is completed by the employer when the employer 
decides to hire a particular student who is a minor. 
The employer includes the details regarding the 
amount of time and the hours which the student 
will be expected to work and the type of work the 
student will be doing. 

After Part A is completed, the student must have 
a parent or guardian complete Part B. Parents 
Consent. This simply validates that the parent or 



guardian is aware of the employment conditions 
and approves of them. The student then must have ' 
the principal or teacher-coordinator complete Part 
C. School Record. This is not a complete school 
record. It simply verifies that the student has a 
minimal grasp of the English language, and it indi- 
cates what grade the student has completed. 

Finally, the student must take the completed 
form and proof of age (birth certificate, baptismal 
record, etc.) to the district or county superinten- 
dent of schools, if approved, the work permit box 
at the top will be checked. 




Forms to Meet Special Placement Needs 

During the placement process, you as a 
teacher-coordinator need to be aware of iegal re- 
quirements (child labor laws) and assist employers 
in seeing that they are meeting all of these re- 
quirements. 



SAMPLE 3 





B. FARENinS CONSEHI^ 



^ ^aSBfc^n^M^P above named < 

\> ^^^?\Jr'..-' ......... 

fe ?.{j&"5^atu or fluardjan): ' - - 



C. SCHOOL RSC^RO 
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If you are a teacher-coordinator in a service area 
in which your students might be placed in union 
positions, you need to meet with officials of the 
union{s) and discuss with them how provisions for 
students might be included in their contracts. 
These provisions need to be discussed with man- 
agement at thesame time they are bemgdiscussed 
with union officials. 

(n some instances, you may also find it neces- 
sary to assist employers in obtaining information 
concerning their federal and/or state wage and 
hour classifications. In order to accomplish this, all 
you need to do is to contact the nearest office of 
the U.S. Department of Labor (Wage and Hour Divi- 
sion). These offices will be able to supply you with 
all necessary information as well as all necessary 
forms, publications, etc., which you may need. 

You should keep in mind that, if there is a differ- 
ence between federal and state standards, the 
higher (dollar amount) is the one which will apply. 
For example, if your state indicates that the mini- 
mum wage for a particular occupation is $2.00 per 
hour, and the federal guidelines indicate a mmi- 



mum wage of $2.10 per hour for the same occupa- 
tion, the $2.10 would be the wage which would 
need to be paid. 

There may be times and/or situations when it is 
desirable, in terms of benefits to a student, to place 
that student in a situation at subminimum wages. 
There are provisions within wage and hour legisla- 
tion which allow for this type of special placement. 
Sample 4 is an example of the form needed by 
employers to request approval to pay a student a 
subminimum wage. This is not a widely used pro- 
cedure and, as a teacher-coordinator, you should 
make certain that the quantity and quality of train- 
ing which will be received justify the use of sub- 
minimum wages. 

Because of the nature of the work for whic h they 
are being trained, some students will need to be 
employed in what have been legally defined as 
hazardous occupations (e.g., coal-mine occupa- 
tions, logging occupations). If you find that this is 
true of one of your students, contact the nearest 
office of the Department of Labor to obtain ar 
necessary information for placing the student in 
such a position. 
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Training Agreement 

The training agreement is the agreement be- 
tween the school, employer, parent, and student. It 
clarifies program policies and procedures, spec- 
ifies that a training plan will be followed, and out- 
lines the specific responsibilities of each party in- 
volved. It should also include the following: 

• student's career objective 

• occupation(s) to be taught 

• beginning and ending dates of the training 
period 

• average number of hours per week the stu- 
dent will be employed 

• maximum and minimum hours to be worked 
per day and per week 

• rate of pay student is to receive 

9 conditions for increases in wages 

• amount of school credit to be earned (deter- 
mined by district or state level authorities) 

• cooperatively arranged school and work 
schedules 

• released time provided for students during 
normal school hours for on-the-job training 

• time for student to participate in extracurricu- 
lar activities such as club activities, sports 
events, etc., that fall during working hours 

• compliance with federal, state, and local labor 
laws (e.g., meets minimum wages, maximum 
working hours, etc.) 

• name, date of birth, address, and telephone 
number of student 

• name, address, and telephone number of 
school and/or teacher coordinator 

• name and position of theon-the-job instructor 

• effective date of the agreement 

The training agreement is not a legally binding 
document. Rather, it is a businesslike way of fi- 
nalizing the terms of student employment, com- 
municating the provisions to each of the con- 
cerned parties, and ensuring that the teacher- 
coordinator is consulted before any changes are 



made in a student's placement. Trie teacher- 
coordinator needs to carefully explain to all parties 
what tha agreement is for, and what it contains. 
He/she then needs to obtain the signature of each 
party: employer, student, parents. The school also 
needs to have a representative sign the agree- 
ment; the teacher-coordinator usually acts as 
the school representative. Each of these parties 
should be given a copy of the agreement. 




Samples 5-8 are examples of training agree- 
ments. When you look at these samples, note the 
responsibilities listed in each, and the variations 
among the four forms. Notice that Sample 6 is a 
checklist which can be adapted to particular situa- 
tions by checking the responsibilities which apply. 

In discussing the work permit and the training 
agreement, it was mentioned that these forms 
needed to stipulate hours and wages. At some 
point in the placement process, the student, the 
employer, and the teacher-coordinator need to 
discuss and agree on acceptable hours and 
wages. However, the teacher-coordinator must be 
fully versed in state and federal child labor stan- 
dards. Before discussing hours and wages with a 
student and employer, the teacher-coordinator 
should review these wage and hour laws, and pre- 
pare guidelines for minimum and maximum hours 
and wages. 
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SAMPLE 6 




Pate of ^Birth. ^ ^ ;^ y . . , ^li;^;.::!^^.^^:^ ^ 

Telephpjir Number I 
Job Supervisor- . .^V^i^n^ S'TJ^^^fe^ 





Student to^and from ^ 



r^Cll/^^lirSi^ refk)rte to his:training;sti^^^^ f ; ; 

schpoJ;^agt¥ie$?to; ^ , /;;^f7!^IV^- ^^-^ 
i^"?^!!:^!!:^^ at the schobi rejated to the student's dutl^ andia^oriiBin^^^^^^^ \ 




»v Vw«>MAA^»?-sx:,w (Wiv.>w,«>iMrvw wi « i ly '"^w » u|rf|»#i^ui'oni . wi .vi iw vi o • > t pe 1^0 fH) 3111,06 and^pfOgTeSS* ^ 
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SAMPLE 8 




' -Student - ^:i^^^ ' -;:^^-:4:;^3?'{^?y^}.^av j 
/ ^Parent — t-^ -r- ■ ^, 7 " " >v , . . . y /Uii» ^ , ^ . ■ % , I 



-4tii?(^itf^^'-^^ ^ ^^^^ ^ _^ 





EfTipldyer 



I : ;/fbi^;^i«|W^ law»^ reg- SdiopI Official 

I ; - J^^$1^IP$^ because 
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Training Plan 

The completion of a training plan is probably the 
most vital step in placing a student on the job. It 
provides a summary of the competencies to be 
developed by the student for success in his/her 
chosen occupational field, it also indicates wheth- 
er these competencies are to be developed at the 
training station, in the classroom, or both (see 
Samples 9-13 for examples of training plans). 

Where does this list of competencies come 
from? In some states, training plans already exist 
for individual occupations. A plan of this type 
would have a complete listing of the competencies 
needed to perform successfully in a particular oc- 
cupation. The teacher-coordinator uses the com- 
pleted list as a checklist, checking those com- 
petencies which will be included in the training 
and instruction of a particular student. In other 
states, the teacher-coordinator is responsible for 
generating this list of competencies, but help and 
guidance are available from the following sources. 

• No matter what for m is to be used, input from 
the student is necessary. Students have ca- 
reer objectives and they all probably have 
some, at least tentative, ideas as to what sorts 
of learning experier they are interested ir), 
or feel they need. You can begin your list with 
the results of the student's input. 

• The employer undoubtedly has an excellent 
fix on the competencies needed by em- 
ployees in particular jobs. On-the-job instruc- 
tors most assuredly know what competencies 
employees must have to perform successfully 
in their jobs. Add these inputs to your list. 

• You may have noticed on the training agree- 
ment form. Sample 7, that there is a blank for 
the DOT Code Number. This refers to a docu- 
ment called the Dictionary of Occupational 
Titles (D0T).2 The DOT provides (1) a code 
number for each occupation included in it, (2) 
job classifications and definitions, and (3) 
physical demands, working conditions, and 
training time foreach job. This document can 
also help you in determining the competen- 
cies needed for particular occupations. Two 
other sources of this type are the Occupa- 



tional Outlook Wandtoo/c.3 published every ^ 
other year by the U.S. Bureau of Labor Statis- 
tics, and Vocational Education and Occupa- 
f/ons,* a taxonomy published by the U.S. 
Office of Education. The handbook uses DOT 
code numbers. The taxonomy uses USOE 
code numbers. A further source for a specific 
service area is Standard Industrial Classifica- 
tion (SIC) for Use in Distributive Education,^ 

• If the teacher-coordinator has expertise In 
analyzing occupations, he/she can develop a 
realistic list of the tasks, duties, and respon- 
sibilities for individual occupations or jobs.^ 

• Once again, do not forget your occupational 
advisory or craft committee. These people 
possess a good deal of occupational exper- 
tise and, thus, they can assist the teacher- 
coordinator in analyzing an occupation and 
preparing a plan. 

When the teacher-coordinator has a good fix on 
the competencies suggested by (1) the student, (2) 
the employer, (3) the job analysis, and (4) the advi- 
sory or craft committee, then a final plan can be 
developed jointly by the student, employer or on- 
the-job instructor, and the teacher-coordinator. In 
the final plan, broad occupational areas of training m 
and specific experiences for developing com- ^ 
petencies are identified, competencies are logi- 
cally sequenced, and the plan specifies where the 
student will receive instruction for each compe- 
tency—on the job, in school, or both. 

Space should be provided on the training plan 
for entering the employer's peric>dic rating of the 
student's performance on the job. Copies of the 
final plan must then be distributed to each of the 
parties involved. 

Once a workable plan is developed for a student 
m a specific training station, it can bo adapted for 
other students who are placed there or in similar 
jobs. The training plan, however, should always be 
adapted to the individual student and the specific 
training station. 



2. Ua Department of Labor. Bureau of Employment Security. Dlctfonafy 
ofOccupationMi TTtfes. Volumes i and ll, 1965. (NOTE, updated edrtionaof 
the DOT are pubtlahed periodically.) 



3. U.S Department of Labor, Bureau of Labor Statistics. Occupational 
Outlook Handbook, Bulletin 1700. Current Edition. 

4. US Office of Education, Vocational Bducathn and Occupations 
(Washington, DC: U.S Government Printing Office). 

5. U.& Office of Education, Standard Industrial Ciassltlcathn (SlC) fdr 
Usa In Distributive Educatton (Wtehington* DC: U.S. Government Print- 
ing Office). 

6. To gain skill m analyzing an occupation, /ou may wish to refer to 
Module A-7, Conduct an Occupational Analysis. 
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Topic 
No. 



Topics 
(Skills. Knowledges, 
Attitudes. Understandings) 



Hours of Training 



Training 
Station 



Related 
Class 



In-Schooi 
Project 
No. 



Resources and References 



Available 



Training 
Station 



Related 
Class 



Other (List) 





Period No from 




. 19 to 




. 1« 




Schedule of Tasks to be Learned and/ or 
Performed on the Job 


Related Instruction and 
Individual Projects 




Name of Task 


Evaluation 


Assignment/ Project 


Date 
Due 


Evaluation 




a. 




a. 








b. 




b. 



















1^ 



mc 
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SAMPLE 13 




changes as 
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X 
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X 

X 
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X 
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X 



X 
X 
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The training plan is always subject to change as 
the student progresses through the program and 
the student's strengths and weaknesses are un- 
covered. The coordinator and the training sponsor 
will often find it necessary to alter and add to the 



original plan. A time schedule of job rotation is a 
good thing to have in the plan, but with the under- 
standing that the student is rotated only when 
he/she achieves satisfactory performance. 



In order to have the most up-to-date and complete information regarding 
the legal considerations involved in placing students on the job, you need 
to familiarize yourself with the procedures and standards published by the 
U.S. Department of Labor, Wage and Hour Division. If there is a local office 
of the U.S. Department of Labor located conveniently near you, you may 
contact the Wage and Hour Division to obtain the information you need. 
Persons employed there are very willing to assist you, and their publica- 
tions covering the information you need are available free of charge. These 
publications should also be available through the library or your resource 
center. 

Examples of the Wage-Hou r Divisior publications you should obtain are (1 ) 
Bulletin #101 on hazardous occupaiions: (2) Bulletin #158 on state child 
labor standards; (3) Bulletin #1282 on the Fair Labor Standards Act; (4) 
Bulletin #1330 on child labor provisions of the Fair Labor Standards Act; 
and (5) Bulletin #1343 on employment of students. 

By talking with personsatthe Wage and Hour Division and/or reviewing the 
sections of their publications pertaining to your service area and your 
state, you should be able to obtain the information you need to place 
students on the job in accordance with federal and state standards. 
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Optional 
Activity 



I 



For further information on the techniques and procedures for placing 
co-op students on the job, you may wish to read sections dealing with this 
topic in the supplementary references, A Guide for Cooperative Vocational 
Education, Mason and Haines. Cooperative Occupational Education and 
Work Experience in the Curriculum] and'or Meyer, Crawford, and 
Klaurens, Coordination in Cooperative Vocational Education. 



Optional 
Activlty^ ^ 



You may wish to view tt.e videotapes, "Training Plans." and "Placing 
Students" from the series on Coordinating Techniques by Richardson and 
Beall. Colorado State University. "Training Plans" shows the steps in the 
development of a training plan: (1) the teacher-coordinator and sponsor 
meet to review the on-job portion of the plan completed by th e sponsor; (2) 
the teacher-coordinator and student meet to review the in-schoo[portion 
of the plan completed by the student; arid (3) the teacHer-coordinator. 
sponsor, and student meet to discuss and finalize the plan. "Placing Stu- 
dents" shows the first meeting between the teacher-coordinator and on- 
the-job instructor following student selection. During this meeting, the 
teacher-coordinator reviews the program, training agreement, student 
duties, and evaluation forms with the on-the-job instructor. 




la optional 
Activity ^ 



When you are actually working as a teacher-coordinator, one of your 
responsibilities is to explain to prospective employers the legal provisions 
for employing cooperative students. An excellent technique for doing this 
is to prepare a brochure for employers summarizing the key information 
they need to know. You may wish to prepare a rough draft or mock-up of a 
brochure you could use for this purpose. Module G-3, Develop BrochurbS 
to Promote Your Vocational Program, could be of assistance should you 
decide to work on this activity. 



You may wish to develop a list of the occupations in your service area 
which are considered to be 'HA:!ardous" by federal and state standards. 
This information is available in the Wage and Hour Division publications 
you located in this learning experience. 



The following items check your comprehension of the material in the 
Activity ^ information sheet. Placing a Student on the Job. pp. 9-34 and in the Wage 
and Hour Division publications. 



SELF-CHECK 

i. Essay: 

Each of the four items below requires a short essay type response. Pbase explain, fully, but briefly, and 
make sure you respond to all parts of each item. 

1. Why IS It a good practice to have students apply for their trammg position rather than assigning them 
to a specific training station? 



ERIC 



2. What are the essential elements in a training agreement and what purposes does the training 
agreement serve? 
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3. Who should be involved in the preparation of the training plan, and why? 



4. What purpose does a training plan serve m the cooperative vocational education program? 
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II: Outline: 



Using the Information you have obtained from the required reading or from the Department of Labor, 
prepare an outline of federal and state requirements regarding; 

• minimum age for employment 

• employment certificates required 

• maximum number of hours per day and hours per week of employment 

• night work prohibitions 

• mandatory meal periods 

• compulsory hours of school attendance 

• hazardous occupation permits 

• permits for subminimal wages 

• union contract: provisions 

Also include in your outline any special provisions which may apply to students in your service area 
which are not included in the above list. (Remember that if state standards are higher than federal stan- 
dards, the state standards prevail.) 
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Compare your written responses on the Self-Check with the Model An- 
swers gi/en below. For part I, your responses need not exactly duplicate 
the model responses, however, you should have covered the same major 
points. For part II. your outline must meet the standards explained in the 
model response. 



MODEL ANSWERS 

L Essay: 

1. There are several reasons why »t is a desirable 
practice to have studentb apply for their training 
positions. One reason istNat the students need 
to have practice in act'^ially applying for a job 
and to realize the irrportance of being able to 
present themselves well. By having the student 
apply, employers maintain their right to select 
the individual who will best fit the position and 
the firm. This process also allows the teacher- 
coordinator to work with employers in deter- 
mining where a student needs help in improv- 
ing his/her ability to interview successfully. 

2. The training agreement not only states the 
specific responsibilities of all of the parties 
(school, student, employer, parents), it also 
covers such necessary items as wages (what 
the beginning wage shall be. any provisions for 
raises) ; hours of employment (both hours of the 
day and what the minimum and/or maximum 
numbe r of hours per week should be); the exact 
position that the student will have; who will be 
responsible to serx'e as the on-the-job instruc- 
tor; etc. 

The agreemc.'tt also helps to clarify some of the 
program policies such as. what responsibility 
the student has for notifying the employer if he 
or she is going to miss work, what happens, as 
far as going to work is concerned, f the student 
IS absent from school, what the exact proce* 
dure is for removing the student from the train- 
ing station by any of the parties request. 

3. The teacher-coordinator has the major respon- 
sibility forthe development of the training plan, 
but the student and the employer and/or on- 
the-job instructor should also be Involved The 
leacher-coordinator will have the major re- 



sponsibility fcf seeing that the knowledge, 
skills, concepts, and attitudes needed by the 
student are outlined in the pla^:. Students are 
the persons most affected by the plan ar.d 
should, therefore, be involved in its preparation 
m order to help set goals and to kro«> whet will 
be expected of them. 

The employer and/cr on-the-job instructor 
need to be involved sinco they will be responsi- 
ble for providing a part of the trainino. and they 
also can provide guidance and assistance in 
terms of whet the student needs to be success- 
ful in today's job market. The occupational ad- 
visory or craft committee should review the 
plans once they are developed in order to en- 
sure that all elements hav^ been included and 
to provide additional material ar.d'c' resources 
if needed. 

4. The training plan actually serves as the basis for 
determining the curnculum in a cooperative 
vocational education program. The plan helps 
all parties involved in the training (student, on- 
the-job instructor, and the teacher-coordinator) 
to understand what training will take place and 
where it will be provided (either in school or on 
the job). It will also help to ensure that students 
develop the knowledge, skills, concepts, and 
attitudes needed for success in their chosen 
occupation. The final purpose of the training 
plan is that it provides an exclent basis for 
evaluating the student, both in class and on the 
job. 

II. Outline: 

The model answer for this item is contained within 
the Wage and Hour Division publications. 



I.EVEL OF PEPFORMANCE; For part I. your responses should have covered the same major pv^jnts as 
the model responses. For part II, the information m your outline should agree exactly with tSe informa- 
tion contained in the Wage and Hour Division publications. If yc u missed some points or have questions 
about any additional pomto you made, review the material m the information sheet, Placing a Student on 
the Job. pp. 9-34, and the Wage and Hour Division publications, or check wiih your resource person if 
necessary. 
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On pp. 43-64, you will find a set of data for each of three prospective 
cooperative students: Mary Lou Dickson. Betty Scott, and Wayne Moore. 
Included in the data provided on each student are the following items: 

« an application for admission to the cooperative program which has 
been completed by the student 

0 the student's cumulative record 

• an analysis of the student's recruitment interview, written by you, the 
teacher-coordinator 

• three teachers' recommendations as to the student's strengths and 
weaknesses 

Revievi/ the data for each student. As you review, look for information which 
would affect that student's job placement. 
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MARY LOU DICKSON STUDENT DATA 
APPLICATION FOR COOPERATIVE PROGRAM 



□ AG □ HEALTH 
0 BOE n H. EC. 

□ DE Dial 

□ OTHER 



PERSONAL DATA 



Name Mary Lou Dickson 



Date 



3/17/71 



Grade -IL 



Address 8796 West Tenth Street 



Telephone 888-9786 



Age U6 Height 5'4" Weight i85 Birthday 6/3/54 social Security No. 497/84/7467 
Health Good Physical Handicap? None 



Hobbies None 



Activities — Athletics 
School _ 
Church _ 



Community 



FAMILY BACKGROUND 



Father: 

Name Albert Dickson 



Occupation Baker 



Mother: 
Name Roberta Dickson 



Occupation Baker 



Street Sgme_ 

City 



.ZIP- 



Street Same 
City 



-ZIP. 



Do you live with your parents YQS , Father . Mother , Guardian 



, Other 



Number of brothers. 



.Ages 



. Number of Sisters— L Ages 



WORK EXPERiEMCE 



List previous work experience: 
Job Title 

Sales & Stockgirl 



Employer 

Dickson Bake ry 



Dates 

1968-71 



Are you available for summer employment? No_ 



Could you drive to v'ork?_Y§s other transportation? 
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EDUCATION 
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What is your class schedule now? 
HOUR SUBJECT 

1 English 



TEACHER 

Prescott 



ROOM 

305 



U. S. History 



Lemke 



303 



Bookkeeping 



lohnson 



204 



Lunch 



Shorthand 



Smith 



104 



Typing 



Thompson 



105 



P. E. 



Harrison 



Gym 



What courses do you plan to take next year? ^ Shorthand, Govt., English 



Office Machines 



List three teachers you would ask to recommend you for this program. 
Miss Prescott 



Mr. lohnson 



Miss Smith 



CAREER INTEREST 



How did you learn of Coop training? Posters & leaflets 



Why do you want to take Coop training? for experience & money 



What kind of a job would you like to train for in this program? — Secretarial 



I would prefer to work with (check one): my hands machines people. 

Given the opportunity to work for any company In this area, which company would you choose? 
Nu>Way Insurance Company ^ 



What do you plan to do after graduation? don't know 

What are your future education plans? — don t know 



What would you like to be doing five years from now? — don't know 



I have completed the above form after careful consideration. If I am accepted for this program, I will take 
advantage of every opportunity which will improve my skills and efficiency ir. both the classroom and the world 
of work. 

Signed Mary Lou Dickson 
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CUMULATIVE SCHOOL RECORD ' 



student Mary Lou Dickson 



Date 3/25/71 





GRADES 


SUBJECTS 


9 


10 


11 


12 


English 


B 


B 


C 


C 


c 








General Math/ Algebra 


C 


C 














General Science/ Biology 


C 


B 














World History/U.S. History 










c 

V-/ 








Basic Business 






C 


C 










Typing 


B 


A 


B 


B 










Shorthand 










C 








Bookkeeping 






B 


B 


B 








P.E. 


D 


D 


D 


D 


D 












































Tardiness 


2 


2 


2 


1 


1 








Absences 


0 


1 


2 


1 


0 









_ZQ_ VERBAL REASONING 
JQ_ NUMERICAL ABILITY 
JL ABSTRACT REASONING 
_60. SPACE RELATIONS 
JQ_ MECHANICAi REASONING 
40 CLERICAL SPEED & ACCURACY 
30 UNGUAGE USE-SPELLING 
32 LANGUAGE USE-SENTENCES 

GENERAL COMMErfTS: 



DIFFERENTIAL APTITUDE TEST BATTERY SCORES 

INTELLIGENCE LEVEL: Aver. + 

HEALTH RECORD: Weight ProblegL 




R. Chandler 



Coordinator's Signature 
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COORDINATOR'S ANALYSIS OF MARY LOU'S RECRUITMENT INTERVIEW 



Appearance: Mary Lou has a weight problem that makes it hard to place her on the job. 

Poise: Mary Lou seemed somewhat poised. She wasn't nervous and she answered all question^ politely 
and calmly. 

Attitude: Mary Lou appeared to be quite cooperative, however, she was rather passive. She responded 
to questions, but only as required. 

Personality: Mary Lou seemed to lack self-confidence. She was somewhat shy and quiet in some of her 
responses, and she tended to minimize her skills and abilities. 

Verbal Expression: She used some slang and most of her answers wer'i extremely brief, but overall she 
spoke clearly and used fairly good grammar. 

Initiative: Mary Lou seemed fairly apathetic about many things. She did not indicate any drive to become 
a secretary, nor did she put much effort into "selling" herself during the inten/iew. 

General Comments: Mary Lou doesn't really seem to have a clearcut or strong career goal (e.g., "any 
kind of office job would be okay" , "I thought about being asecretary to somebody in a big company", 
•*l think a small office would be nice.") Contradictory information such as this suggests she hasn't 
given the whole Idea too much thought. Her casual remark that "and maybe I could even get married" 
seems more to the point. It would seem that she thinks that in an office as a secretary she could find a 
husband; finding a husband might be the real "career goal." 

Her general attitude toward almost everything discussed was highly lethargic, apathetic, and noncha- 
lant (e.g.. she*d like to lose weight, but says she can't seem to make any progress in that area, she 3ays 
If she practiced more and concentrated harder, she could improve her typing and shorthand, but she 
doesn't seem concerned enough to act on that knowledge, she says she has no outside interests at 
school or at home, she knows shorthand, but says she doesn't use it to take notes in her other classes, 
she spends most of her spare time reading magazines or watching T.V.; etc.). 

Mary Lou doesn't seem to have a very positive self-concept, this could be due to her weight problem, 
aggravated by the fact that her father yehs at hen a lot. 

Stated Career Objectives: "Secretary in a small office." This is a realistic goal in terms of her course 
work, her grades, and Ler skills. 
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TEACHER RECOMMENDATION 

(CONFIDENTIAL) 



□ AG □ HEALTH 
Sf BOE □ H. EC. 
a DE □ T&l 
□ OTHER 



Student Mary Lou Dickson 



Subject 



E nglish 



This student has applied for participation m the Cooperative Program. Would you help us in our selection process by 
providing the following information about this student. 





NEEDS HELP 


FAIR 


AVERAGE 


GOOD 


EXCELLENT 


RELIABIUTY 








X 




LEADERSHIP 






X 






INDUSTRIOUSNESS 






X 






POISE 




X 








GROOMING 




X 








KNOWLEDGE OF 
SUBJECT MATTER 






X 






GETTING ALONG 
WITH OTHERS 




X 









Any Special Job Skills? (a) . 

(Indicate Level) (b) 
Special Talents — 



What do you feel are the student s strong points? 

Apparently reads a lot, but does let assignments slide once in a while. 

What do you feel are the student s weak points? 
Not working up to her potential. 

Other Comments- 
Needs to lose weight. 



Date 4/2/71 



Signature 



B. Prescott 
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TEACHER RECOMMENDATION 

(CONFIDE^f^AL) 



□.AG □ HEALTH 
sf BOE □ H. EC. 
□ DE □ T & I 
□ OTHER 



Student _ Mary Lou Dickson 



Subject 



Shorthand 



This student has applied for participation in the Cooperative Program Would you help us in our selection process by 
providing the follov/ing information about this student. 





NEEDS HELP 


FAIR 


AVERAGE 


QOOD 


EXCELLENT 


REUABIUTY 






X 






LEADERSHIP 






X 






INDUSTRIOUSNESS 






X 






POISE 




X 








GROOMING 




X 








KNOWLEDGE 0^ 
SUBJECT MATTER 






X 






GETTING ALONG 
WITH OTHERS 




X 









^ Any Special Job Skills'^ (a) Snorthand 

(Indicate Level) (b) 80 wpm. 
Special Talents 



What do you feel are the student's strong points? 
Good attendance-average student 

What do you feel are »he student's weak points? 

Slovenly in her habits, doesn't get along too well v/ith others, quiet, withdrawn 

Other Comments- 



Date 3/30/71 



Signature I. Smith 
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□ AG n HEALTH 
0^ BOE □ H. EC. 
Q OE □ T & ( 

TEACHER RECOMMENDATION □ other 

(CONFIDEhrriAL) 



student Mary Lou Dickson , Subject Bookkeeping 

This student has applied for palicipatjon in the Cooperative Program. Would >ou help us in our selection process by 
providing the following information about this student. 





NEEDS HELP 


FAIR 


AVERAGE 


QOOD 


EXCELLENT 


reliabiuty 








X 




LEADERSHIP 




X 








INDUSTRIOUSNESS 








X 




POiSE 




X 








GROOMING 




X 








KNOWLEDGE OF 
SUBJECT MATTER 








X 




QETTINQ ALONG 
WITH OTHERS 




X 









Any Special Job Skills? (a) ^— 

(Indicate Level) (b) 

Special Talents 

What do you feel are the student's strong points? 
Does assignments on time 
Works well by herself 

What do you feel are the studenfn weak points? 

Lacks confidence in dealing with others 

Other Comments — 

Overweight seems to be a problem 

Date 3/28/71 s,g,,ture A. Johnson 
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□^AG □ HEALTH 

BETTY SCOTT STUDENT DATA ^If ^ P 

APPLICATION FOR COOPERATIVE PROGRAM □ other 



PERSONAL DATA 



Name Betty Scott 



Date 3-15-71 



Address 1786 Oakland 



Telephone 356-48 92 



Grade JL 



Age JJB Height 5^0" Weight JiS Birthday 2/27/55 social Security No. 499/78/6945 
. Physical Handicap? - 



Health crood 



Hobbies sewing, cat 



Activities— Athletics " 
School choir 
Church 



choir 



Community 



FAMILY BACKGROUND 



Father: 
Name ]ohn_ 



Occupation tool & die 



Street 1786 Oakland 
City 



.ZIP. 



Mother: 
Name Elizabeth 



Occupation secretary 



Street -same- 

City 



_ZIP. 



Do you live with your parents J^, Father . Mother . Guardian . Other 



Number of brothers 2 Ages IQ* 14 Number of sisters _5 Ages 20. 18, 8, 6. 4 



WORK EXPERIENCE 



List previous woi< experience; 
Job Title 

babysitting 



Employer 

neighbors 



Dates 

since 13 



Are you available for summer employment? yes . 

Could you drive to work? ^ Otner transportation? none 
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EDUCATION 


What is your class schedule now? 






HOUR 


SUBJIECT 


TEACHER 


ROOM 


1 


Shorthand I 


Smith 


104 


2 


English 


Prescott 


206 


3 


Typing 


Harrison 


102 


4 


Lunch 






5 


Bookkeeping 


Johnson 


1 1 n 
1 iU 


6 


History 


Lemke 


304 


7 


Study hall 


Wright 


202 


What courses do you plan to take next year? 
Business English, Office Practice 


Shorthand, Am. Govt. 









List three teachers you would ask to recommend you for this program. 
Miss Smith __ 



Mr. lohnson 



Mr*5 Harrison 



CAREER INTEREST 



How did you learn of Coop training'^ a friend 

Why do you want to take Coop training'? to earn money 

What kind of a job would you like to tram for m this program? _ -.secretary 

I would prefer to work with (check one): _ my hands machines people. 

Given the opportunity to work for any company in il-ub area, which company would you choose'? AP^A 
Insurance C ompany 



What do you plan to do after graduation'? work as a^secretary 

What are your future education plans'? PPne 

What would you like to be doing five years from now? secretary— rnqybe man-ied 



I have completed the above form after careful cunsideration If I am accepted fo. this program. I will take 
advantage of every opportunity whtch wjII improve my skills and efficiency m both the classrooiTi and the world 
of work. 

Signed Betty Scott 

UTHE/72 STUDENT 
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CUMUUTIVE SCHOOL RECORD 



student Betty Scott 



Date 3-20-71 



SUBJECTS 


r 1 

GRADES 


9 


10 


11 


12 


cnynsn 


D 


D 


C 


D 


C 








Uoiloral (Viainr MigcUia 


D 


C 














^onoml Q/^ion/^o/ Rinlnnu 
\JOlltJiai Ouloiluor DIUIUgy 


C 


C 














\A^rtri Mictorv/ll C Mietnrv 

vYUiiu nisiory/u>w> nioiuiy 






D 


C 


c 








DaSlC DwSmBSS 


C 


c 














lypinQ 






C 


B 










Shorthand 










D 








Bookkeeping 










D 








P.E. 


A 


B 


B 


B 


C 








Social Science 


D 


D 
































Tardiness 


0 


0 


0 


0 


0 








Absences 


2 


4 


2 


12 


3 









JL VERBAL REASONING 
-21. NUMERICAL ABILITY 
-A ABSTRACT REASONING 

SPACE^RELATIONS 
-50_ MECHANICAL REASONING^ 
^ CLERICAL SPEED & ACCURACY 
JO. LANGUAGE USE-SPELLING 
J2_ LANGUAGE USE-SENTENCES 

GENERAL COMMENTS: 



DIFFERENTIAL APTITUDE TEST BATTERY SCORES 

INTELLIGENCE LEVEL: Aver. 

HEALTH RECORD: 




R. Chandler 



Coordinator's Signature 

UTHE/72 
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COORDINATOR'S ANALYSIS OF BETTY'S RECRUITMENT INTERVIEW 



Appearance: Her appearance is average. 

Polso: Betty did not seem nervous, nor did she seem calm and self-possc.sed Perhaps "nonchalant" 
best describes her bearing. 

Attitude: Betty seemed to want to be cooperative and she certainly seemed eager to get a job. any job 
Her attitude toward the low grades and other problems was quite casual. She ?«imitted that the 
problems exist, but seemed to think that if she waits, they'll go away. 

Personality: She was outgoing and straightforward. 

Verbal Expression: Betty's language was ful! of slang and her English was rather sloppy (e g . "Ya," 
"kinda," "you know," "naw." "giUin." etc.). 

Initiative: f.ne has a real drive to get ajob, but m terms of her grades in bookkeeping and shorthand or a 
career as a secretary, she didn't exhibit much concern. She said she tries and her teachers indicate 
that she tries, but she doesn't seem tOi ribly troubled about her lack of success. She doesn't seem to 
see the relationship between school and getting a job. 

General Comments: Betty seems *.o really want to get a job. but she does not really have a career 
objective to be a secretary. She'll take anything, "just so it's a job." and just so she can earn money. 
Based on the interview, it v\ouid appear that Betty docs not have a very realistic view of what beiny in 
cooperative education involves or what holdinj a job means. She seems to think a "job" is ^'-lOe 
magic, easy device for getting out of school <ind earning bunches of money 

She said things are going all right m school, and yet she's gotten D's in shorthand and bookkeeping, 
and may not pass shorthand. In terms of office skills, she said she can type and take shorthand, but 
said that she s not too good m them. However, according to her teachers, she is a good typist and she 
can1 take shorthand well enough to pass. Her attitude did seem to verify one teacher's comment that 
Betty will work if she likes something (and has the skill to do it). 

Betty seemed truly eager to do anything she could to get a job. and although she said any job would do. 
she kept coming back to office work as her calling ' in life (e.g., "I think TN end up working in an office 
anyway ). Her excessive absence m the tenth grade was due tc mumps, so the»'e doesn't seem to be an 
absenteeism problem. 

Stated Career Objective: Ajob. any kind, anywhere, perhaps a secretary in an office " This is realistic if 
the job involves no shorthand or bookkeeping. Based on the information obtained thus fa', "ler typing 
skill and pleasant personality should qualify her for some sort of office job. 
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U AG □ HEALTH 
a BOE □ H. EC. 
□ OE □ T & I 

TEACHER RECOMMENDATION ° 

(CONRDENTIAL) 

Student Betty Scott Subject(s) Shorthand I 



This student has applied for participation In the Cooperative Program. Would you Ue\p us m our selection process by 
providing the following information about this student 





NEEDS HELP 


FAIR 


AVERAGE 


GOOD 


EXCELLENT 


RELiABlLITY 












LEADERSHIP 












INDUSTRiOUSNESS 






*^ 






POiSE 












GROOMING 












KNOWLEDGE OF 
SUBJECT MATTER 


*^ 










GETTING ALONG 
WITH OTHERS 













Any Special Job Skills? (a) don't know 

(Indicate Level) (b) Very poor - probably will not pass this year. 

Special Talents Poor reader and speller. 

What do you feel are the student's strong points? 
She tries. Agreeable personality. 

What do you feel are me student's weak points? 

Lack of poise. Somewhat uncoordinatea and can't take the pressure of speed building. 

Other Comments- 
She would probably like a routine job. 
She warts to be grown-up. 

Date 4il7^7] Signature J- Smith 



UTHE/72 



ERIC 



54 

55 



□ AG □ HEALTH 
sT BOE □ H. EC. 

□ DE G T & I 

□ OTHER 

TEACHER RECOMMENDATION 

(CONFIDENTIAL) 



Student Betty Scott Sub]ect(s) Bookkeeping 

This student has applied for participation m the Cooperative Program, Would you help us in our selection process by 
providing the following information about this student. 





NEEDS HELP 


r^iR 


AVERAGE 


GOOD 


EXCHLLENT 


REUABIUTY 




X 








LEADERSHIP 


X 










INOUSTRIOUSNESS 




X 








POISE 




X 








QROOMiNQ 






X 






KNOWLEDGE OF 
SUBJECT MATTER 




X 








GETTING ALONG 
WITH OTHERS 








X 





Any Special Job Skills? (a) 
(Indicate Level) (b) 
Special 'lalenls — 



What do you feel are the student's strong points? 

Tnes but lacks some of the basic math concopts and skills. Has difficulty handling debits and 
credits. 

What do you feel are the student's weak points? 

Misses assignments. Immature. Slow student. 

Other Comments- 
Job would have to be something she liked or she would not be able to succeed. 

Date 4-2071 Signature H> Johnson 
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□ AG □ HEALTH 
ST BOE □ H. EC. 

□ DE □ 1 & I 

O OTHER 

TEACHER RECOMMENDATION 

(CaNFIDEhmAL) 

. Student Betty Scott Subiect(s) Typing ^ 

This student has applied for participation in "he Cooperative Program. Would you help us m our selection process by 
providing the following information about this student. 





NEEDS HELP 


FAIR 


AVERAGE 


QOOD 


EXCELUNT 


REUABiUTY 










X 


LEADERSHIP 










X 


INDUSTRIOUSNESS 










X 


POISE 








X 




GROOMING 






X 






KNOWLEDGE OF 
SUBJECT MATTER 








X 




GETTING ALONG 
WITH OTHERS 










X 



Any Special Job Skills? (a) Typing 

(Indicate Level) (b) 40-45 wpm 

Special Talents 

What do you feel are the student's strong points? 
Willing to work; pleasant to everyone 

What do you feel are the students's weak points? 
Fidgety - likes to talk 

Other Comments- 
Yes, has lots of energy and pep. 
Good attitude 

Date 4-15-71 Signature A. Harrison 

UTHE/72 



57 

56 




WAYNE MOORE STUDENT DATA □ AG □ health 

APPLICATION FOR COOPERATIVE PROGRAM ° ^ ^^f- 

□ OTHER 



PERSONAL DATA 



Name Wayne Moore 



Date 2/15/72 



AridroAfi 1920 4th St, N.E. 



Telephone 362-9571 



Grade—Uth 



Age 16 Height 5' 8" Weight \^ Birthday 3/9/55 Social Security No. — / L 

Health Good 

Hobbies Movies 



Physical Handicap? None 



Activities— Athletics 
School - 



Church Cathlic 



Community — 



FAMILY BACKGROUND 



Father: 
Name 



Occupation r_ 

Mother: 
Name Gloria 



Street 

Ci^y _ 



ZIP. 



Occupation Cleaning Lady at Nite 



Street 1920 4th St. N.E. 
City ZIP. 



Do you live with your parents . Father . Mother x_. Guardian . Other wive_ 

Number of brothers 2 Ages l4iJJ Number of sisters i Ages 13 



WORK EXPERIENCE 



List previous work experience: 
Job Title , 

Passed out leflet 



Employer 

Don t know 



Dates 

Oktober 



Are you available for summer employment? 



Could you drive to work? No Other transportation? Bus 



UTHE/72 
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EDUCATION 


What is your class schedule now? 
HOUR SUBJECT 

1 U.S. History 


TEACHER 

Gibson 


ROOM 

1 no 


2 


Shop 


Krause 


^OD 


3 


Study Hall 


Pauck 


one 


4 


Lunch 






5 


P. E. 


Schrader 


Boys Gym 


6 


Enalish 


Luna 


201 


7 


Art 


Larsen 


lOB 


What courses do you plan to take next year? 


I don't know 









List three teachers you would ask to recommend you for this program. 
Mr. Krause 



Mr. Schrader 



Mr. Gibson 



CAREER INTEREST 



How did you learn of Coop training? Conslor tole me 



Why do you want to take Coop training? to earn money 



What kind of a job would you like to train for in this program? — Drive-in oner 

I would prefer to work with (check one): my hands machines people. 

Given the opportunity to work for any company in this area, which company would you choose? 
View & Chew Drive-in 



What do you plan to do after graduation? On a drive-in. 



What are your future education plans? None 



What would you like to be doing five years frcrn now? On a drive in. . 



I have completed the above form after careful consideration. If I am accepted for this program. I will take 
advantage of every opportunity which will improve my skills and efficiency in both the classroom and the world 
of work. 



Signed 



Wayne Moore 



UTHE/72 
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CUMULATIVE SCHOOL RECORD 



Student Wayne Moore 



Date 2/16/72 



SUBJECTS 


GRADES 


8 


10 


11 


12 


English 


D 


D 


F 


D 


F 








General Math/Algebra 


D 


C 














General Sclenca/Blology 


C 


D 














World HIstory/U.S. History 






F 


D 


F 








Basic Business 


D 


D 














TVplng 






F 












Shorthand 


















Bookkeeping 


















RE. 


B 


C 


C 


C 


D 








Industrial Arts 1 






C 


D 


D 








ArtI 










D 








Tardlnetn 


5 


6 


9 


12 


2 








Absences 


10 


9 


35 


21 


36 









DIFFERENT5AL APTITUDE TEST BATTERY SCORES 

INTELLIGENCE LEVEL: 87_ 



-IL VERBAL REASONING 
Jll. NUMERICAL ABILITY 

9 ABSTRACT REASONING 
_iL SPACE RELATIONS 

MECHANICAL REASONING 
23 CLERICAL SPEED & ACCURACY 
Jii- LANGUAGE USE-SPELLING 
^7 LANGUAGE USE-SENTENCES 

GENERAL COMMENTS: 



Was suspended for smoking in classroom 2-22-71 
Was suspended for using profanity in a classroom 4-12-71 
Attendance has been a problem — 
Was married 2-1-72 as girlfriend was pregnant 



HEALTH RECORD: Good_ 




W. Hobson 



UTHE/72 
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1. Language Spoken in Household 
English JS} Other □ 
Spanish □ 


2. Youth Lives With 

Both Parents □ Father only Q Other S (specify) 
Guardian □ Mother only g} ^i^® 


3. Marital Status of Youth 

Single □ Separated or □ 
Divorced 

Married IS Widowed □ 


4. Number of Persons 

A. Living in Household ^ 

B. In Family 2 


5. Number of Youth's Own 
Children in Household 
0 


6. Head of Household is 

Father G Mother B Male Guardian □ 
Female Guardian □ Student □ 
Other □ (specify) 


7. During Last Weel<, Head of Household 
Worl<ed 35 Hours or More B 
Worked Less Than 35 Hours □ 
Was not Working □ 


8. Other Household Members Em- 
ployed 35 Hours or More Per 
Week 

Father □ Brothers/Sisters □ 
Mother □ Other □ 


9. Usual Occupation of 

Father - - _ 
Mnthor Cleaning Lady sometimes 


10. Estimated Annual Family Income 

Below $1000 □ From 3000 to 4000 B 
From 1000 to 2000 □ From 4000 to 5000 □ 
From 2000 to 3000 □ Above $5000 □ 


11. Youth Contributes to 
Suppo«1 of Family 

Yes □ No a 


12. Youth Resides in 
Public Housing 
Yes S) No □ 


13. Family Receives 
Welfare Assistance 
Yes B No □ 


14. Have You HtjidaJob 
for Which You Have 
Rt ceived Wages 
Yes a If "no" skip 
No □ to No. 21 


i5. Are You 
Currently 
Working 
Yes C 
No a 


16. Hours Worked 
Per Week on 
Current or Last 
Job 


17, Earnings 
Per Hour 
On Current 
or Last Job 




4 


1 2 5 



18. Ever Held a Jot; of 30 Days or More 
Yes □ No a If "no'* skip 
to No. 21 



19. No. of Weeks Since Last Job 
Held 30 Days or More 



20. JobTitle(s) of Jobs Lasting 30 Days or Moro 



21. Highest School 
Grade Completed 



1 0 



22. 



Ever Left High 
School Before 
Graduating 
Yes B No □ 



25. Youth Pnjfers to Work 
With Hands & 
With Machines □ 
With People □ 



23. Reasons for Leaving School 

Academic G Discipline gl Graduation G 
Economic G Health □ Other G 



24. No. of Mo.iths 
Since Leaving 
School 



26. Youth Prefers to Work in (mark two): 
Restaurant G Sales G 
Office G Gas Station G 
Garage G Bakery G 



Theater 
Nursery/Garden Store G 
Grocery Store G 
Nursing Home/Hospital G 



Construction Firm O 
Maintenance Work G 
Discount Store G 
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TEACHER RECOMMENDATION 

(CONFIDENTIAL) 

Student Wayno Moore Subiect(s) History 

This student has applied fcr participation m the Cooperative Program. Would you help us in our selection process by 
providing the following information about this student. 





NEEDS KELP 


FAIR 


AVERAGE 


GOOD 


EXCEUENT 


REUABILITY 


X 










LEADERSHIP 


X 










INDUSTRIOUSNESS 


X 










POISE 




X 








GROOMING 


X 










KNOWLEDGE OF 
SUBJECT MATTER 




X 








GETTING ALONG 
WITH OTHERS 




X 









Any Special Job Skills? (a) 

(Indicate Level) (b) 

Special Talents — — — 

What do you fuel are the student's strong points? 

He voices opinions occasionally. Usually in an attempt to get some attention. 

r'hat do you feel are the student's weak points? 

Has an extremely short attention span - constantly needs discipline and supervision. 
Immature. 

Other Comments- 
Has great plans for himself. . . At least he sets goals. 



Date 2l2Qr 2 Signature Leo Gibson 
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□ AG □ HEALTH 

□ BOE □ H.EC. 

□ OE □ T & I 
□ OTHER 



I 



TEACHER RECOMMENDATION 

(CONFIDENTIAL) 

Student Wayne Moore Subject(s) _ Phys. Ed. 



□ AG □ HEALTH 

□ BOE □ H. EC. 

□ DE □ T & I 
□ OTHER 



This student has applied for part;clpat(on in the Cooperative Program. Would you help us in our selection process by 
providing the following infonnation about this student. 





NEEDS KELP 


PAIR 


AVERAGE 


GOOD 


EXCELLENT 


REUABILITY 




X 








LEADERSHIP 




X 








iNDUSTRIOUSNESS 




X 








POISE 




X 








QROOMINQ 




X 








KNOWLEDGE OF 
SUBJECT MATTER 






X 






QHTINQ ALONG 
WrrH OTHERS 


X 











Any Special Job Skills? (a) 

(Indicate Level) (b) 

Special Talents 

What do you feel are the student's strong points? 

Does well on individual efforts if given a good deal of encouragement. 

What do you feel are the student's weal^ points? 

Has problems with anythmg involving team work— alienates others with exaggerations and 
bragging. 

Other Comments- 
Have talked to hi**, several times about cleanliness and personal grooming - definite 
problem. 

Date 2/20/72 Signature Bob Schroder 
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□ AG □ HEALTH 

□ BOE □ H. EC, 
n DE □ T & I 

□ OTHER 

TEACHER RECOr.lMENDATiON 

(CONFIDENTIAL) 

Student Wavne Moore Subject(s) Industrial Arts 



This student has applied for parttcipation in the Cooperative Program. Would you help us in ojr selection process by 
providing the following information about this student. 





NEEDS HELP 


FAIR 


AVERAGE 


GOOD 


EXCELLENT 


REUABIUTY 


X 










LEADERSHIP 


X 










INDUSTRIOUSNESS 




X 








POISE 


X 










GROOMING 




X 








KNOWLEDGE OF 
SUBJECT MATTER 






X 






GETTING ALONG 
WITH OTHERS 


X 











Any Special Job Skills? (a) 

(Indicate Level) (b) 

Special Ta'ents 

What do you feel are the student's strong points? 

He seems to enjoy working with wood etc. and can do a nice job if he tries, but he rarely does. 

What do you feet are the student's weak points? 

Boisterous, yet insecure - seems not to have any friends 

Other Comments- 
Have an idea he might do better if he was in school more than half the time 

Date 2/19/72 Signature Gene Krause 
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COORDINATOR'S ANALYSIS OF WAYNE'S RECRUITMENT INTERVIEW 



Appearance: Wayne seemed to have a problem with cleanliness and grooming. 
Poise: Wayne was not poised. He was too c $ual and flippant. 

Attitude: His attitude was flippant, cocky (e.g.. Tm gonna own a drive-in". "Oh I can do anything now" ). 
His tone of ^o»ce was sullen and suspicious for the most part. His statements about school were all 
negative (e.g., "the other junk they teach arc .'nd here," "I'm not learnin' nothing here anyhow"). 

Personality: He was open and talked freely, but r»e was slightly hostile, and his cockiness didn't help to 
make a positive impression. 

Vebai Expression: Wayne spoke sloppily. His use of the Engii^n language was sub-standard— not 
appropriate for interview tuations. It would not be adequate for certain jobs, especially those dealing 
directly with customers. 

Initiative: Although he has ambitious plans to own a drive-in theater, there is some evidence that Wayne 
is fairly lazy. One of the rer^ons he took art and shop is that "they're easier" When he was hired to pass 
out leaflets, he only worked a month because "it was gettin' too cold for this walkin* door-to-door 
stuff." His initiative was mostly bravado, and he seemed irresponsible. 

General Comments: Wayne had a very unrealistic view of his skills, of the skillc needed to succeed in a 
job, and of what is involved in oecoming a theater owner. He wants to make lots of money, but has no 
idea of how long it takes or how much work is involved . All his questions indicate that he wants to get 
the best deal he can with the least effort on his part. He is weak on the ability to follow through in a job 
(e.g., he made a birdhouse but never hung it), and he had a tendency to shrug off any possible 
weakness in his attitudes and skills as "no big deal." 

Career Goals: Drive-m theater owner." This is unrealistic in terms of his skills, his financial status, and 
his initiative. However, a theater-related job is not necessarily unrealistic. 
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Assume that you are a teacher-coordinator of a cooperative program. The 
following Decision Sheet is designed to help you make recommendations 
for job placement for each of the th ree hypothetical students, based on the 
data you were provided about each student. Part I concerns Mary Lou. part 
II concerns Betty, and part III concerns Wayne. Specific directions for 
responding to the items are included within each item. 



DECISION SHEET 

i. Mary Lou Dickson: 

1 . Which of the three following job openings would you consider first as a potential job placement 
for Mary Lou? Place a check in the blank to the right which corresponds to your first choice. 

a. Receptionist— pleasant phone voice, aptitude for figures, average typing ability. 

b. Secretary — varied duties, public contact galore, little shorthand needed. 

c. General office work in large company— answer phone, keep customer accounts up to date, 
type, and file. 

2. In terms of future placement for students with profiles similar to Mary Lou's, which of the 
following jobs would you consider? In the column to the right of each job description, indicate 
whether you would consider or reject the job, and explain your decision briefly. 



Description of Job 


Major Reasons for Selection 
or Rejection 


a. Cook wanted— part-time at drive-in 




b. General office— answer phone, post ledgers, do 
billing. 




c. Gas station attendant— no mechanical ability 
needed. 




d. Waitress in 24-hour cafe— must be able to cope. 




e. Extended Care facility needs young person who 
likes to work with peopla. 




f. Grocery sacker. 




g. Janitor for office building from 2-4 p.m. Floor 
care experience helpful. Good references need- 
ed. Must have own transportation. Apply in per- 
son. 





7. Adapted from Elaine Uth©, The Cooperative Vocational Program Coordination Techniques 




ERIC 



il. Betty Scott: 

1. Which of the three following job openings would you consider first as a potential job placement 
for Betty? Place a check in the blank to the right which corresponds to your first choice, 

a. Receptionist— pleasant phone voice, aptitude for figures, average typing ability. 

b. Secretary— varied duties, public contact galore, little shorthand needed. 

c. General office work in large company— answer phone, keep customer accounts up to date, 
type, and file. 



2. In terms of future placement for students with profiles similar to Betty Scott*s, which of the 
following jobs would you consider? In the column to the nght of each job description, indicate 
whether you would consider or reject the job. and explain your decision briefly. 



Description of Job 


Major Reasons for Selection 
or Rejection 


a. General office— answer phone, keep accounts, 
type, file. 




b. General office— must like figures, machines. 
Choice spct for self-starter. 




c. General office — use your art flair, typing. Small, 
no-pressure office. 




d. Trainee for bank teller. 




e. Receptionist— pleasant phone voice, average 
typing. 




f. Secretary— some shorthand, some dictaphone, 
phone. 




g. Light bookkeeping— Will train. 




h. Greet and direct customers in large garage and 
auto repair shop. 




i. Sharp typist for legal office. 





III. Wayne Moore: 

1. Which of the three following job openings would yOu consider first as a potential job placement 
for Wayne? Place a check in the blank to the right which corresponds to your first choice, 

a. Custodian — AAA office, night work, general cleaning, occasional maintenance, « 

b. Concession Stand Cashier— World Theater, prev.ous experience In cashiering preferred, will 
consider a beginner if mature. 

c. Custodian — Galaxie Theater, general cleaning, days, maintenance work. 

2. In terms of future placement for other students with profiles similar to Wayne's, which of the 
follow. .ig jobs would yOu consider? In the column to the right of each job description, indicate 
whether you would consider or reject the job, and explain your decision briefly. 
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Description of Job 


Major Reasons for Selection 
or Rajection 


a. Service trainee for color TV. repair. 




b. Trainee for bank teller. 




c. Real estate salesperson. 




d. General clean-up work in beauty shop two hours 
daily. 




e. Stock clerk in department store. Must be neat. 




f. Baker's helper. Clean, neat. 




g. Gas station attendant— must do oil anc grease 
jobs. 




h. Delivery person in downtown area— no driving. 




i. Worker for concession stand in local theater, 4-7 
p.m. 






Compa;e your written responses on the Decision Sheet with the Model 
Answers given below. Your responses should closely match the model 
responses. 



MODEL ANSWERS^ 

I. Mary Lou Dickson: 

1. C would probably be the best choice. Be- 
cause she lacks self-confidence, it's proba- 
bly best to avoid the receptionist and the 
secretarial positions with their strong em- 
phasis on public contact (and often many 
irate calls or callers). By working in a large 
office, however, Mary Lou will have an op- 
portunity to develop confidence. 

2. • Job b is the only one which is in keeping 

with Mary Lou's career objective, and she 
has the necessary skills for this job. 

• Because she works well by herself and 
doesn't get along too well with others, 
jobs c, d, e, and f are inappropriate. 

• Because she has a weight problem which 
is contributing to her poor self-concept, 
jobs a, d, and f are less desii able because 
they involve working with food. 

« Job g is not in line with Mary Lou's career 
objective. 

IL Betty Scott: 

1. C would probably be the best choice. How- 
ever, she might also be placed at a, depend- 
ing on the level of aptitude for figures that is 
needed. One teacher commented that Betty 
wanted to be "grown up." and she may per- 
form rather well in the receptionist role. 
Also, if both Mary Lou and Betty interview 
for the position described in c, one of them 
is not going to get the job! So be sure to 
have a suitable "back up" placement. 

2. • Jobs c and e ar^ in keeping with Betty's 

carc-er objective and skills. Typing is her 
strong suit, and she does better without 
pressure, thus likes routine and possess- 
es at least average typing skills, so job e is 
a possibility. As in #1 above, the recep- 
tionist role may allow her to feel grown 
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up; however, her lack of poise may not 
allow her to function well in this position. 

• Her lack of basic math concepts and 
skills would eliminate jobs a, b, d, and g 
since they involve accounting and book- 

■ keeping. 

o Job f requires shorthand. This would 
probably not be a very good job for 
someone who will probably not pass 
Shorthand 1 this year and who is a poor 
reader and speller. 

« Job h does not meet her career odjective, 
and she may lack the poise necessary to 
greet and direct customers. 

o Job i may be the least likely choice. Bet- 
ty's skills just do not measure up to the 
pressures of a legal office. The fact that 
she is a poor reader and speller may 
exclude her from this job. However, since 
typing is her strongestskill, and since she 
seems to show her best attitude in typing 
class, this job might be a good one for 
which to have Betty interview. 

Hi. Wayne Moore: 

1 . C would probably be the best choice, with a 
rotation to b later, perhaps. 

2. e Based on Wayne's career objective, job i, 

working in a theater, would be the most 
appropriate job. 

• The fact tha* Wayne has cleanliness and 
grooming problems would hurt his 
chances for jobs e and f, but it he could 
improve in those areas, these are jobs for 
which he might qualify. They do not stipu- 
late orerequisite training. His inability tc 
worK with others may make him an un- 
suitable baker's helper. On the other 
hand. *^ is position v^ould seem to offer 
the kind of supen/ision he needs. 

• Wayne does not have the skills or ap- 
titude, at this point anyway, to consider 
jobs a, b, c or g. 
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9 Jobs d and h might be good possibilities. 
Wayne has the skills necessary for job d, 
but would need to be supervised closely, 
especially since it's not a "theater" job. A 



possible problem with the delivery job 
might arise if this person were expected 
to go from place to place on his own, with 
only minimal supervision. 



LEVEL OF PERFORMANCE: Your recommendations should have closely matched those specified in 
the model responses. If you missed some points or have questions about any additional points you 
made, review the student data, pp. 43-84, or check with your resource person if necessary. 
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Learning Experience III 



OVERVIEW 
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Develop a training agreement form which cc Jid be used for d cooperative 
program in your service area. You can either develop the form "from 
scratch," or locate, and adapt or revise an existing ti-aining agreement as 
necessary to produce an acceptable, complete, and usable form. You may 
use a form recommended by your state, one of the samples provided in this 
module (Samples 5-8). or one from another source. 



After you have developed your training agreement form, arrange to have 
your resource person reviev^ and evaluate your form. Give him/her the 
Training Agreement Form Checklist, pp. 73-74. to use in evaluating your 
work. 
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TRAINING AGREEMENT FORM CHECKLIST 



Directions: Place an X in the NO. PARTIAL, or FULL box to indicate that ^^"^ 

each of the following performance components was not accomplished, 

partially accomplished, or fully accomplished. If, because of special cir- o«e 

cumstances, a performance component was not applicable, or impossible 

to execute, place an X in the N/A box. R«ourc«pw»on 



LEVEL OF PERFORMANCE 



1. The training agreement form provides the following information: i — i 

a. school's responsibility I — I 

b. employer's respobsibility f— I 

c. parent's responsibility I— 1 

d. student's responsibility I— I 

2. Thetraimng agreement provides space for thefollowing information, i — i 

a. student's career objective I —J 

b. occupation{s) to be taught I— I 

c. beginning and ending dates of the training perioa CJ 

d. average number of hours per week the student will be employed [Z] 

e. maximum and mmimum number of hours to be worked per day i i 
and per week I — ' 

f. beginning rate of pay the student is to receive CD 

g. conditions for increases in wages f— I 

h. amount of school credit to be earned Q 

i. name, date of birth, address, and telephone number of student CD 

j. name, address, and telephone number of school and/or r — i 

teacher-coordinator I — I 

k. name, address, and telephone number of the training station . CZI 

I. name and position of the on-the-jot inf>tructor CH 

m. signatures of all the parties involved Q 

n. effective date of the agreement D 
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□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 



3. The training agreement form requires that the parties involved agree 

to the following: i — i i — i i — | 

a. cooperatively arranged school and work schedules I I I I I I 

b. released time for on-the-job training □ □ □ mm 

time provided for student extracurricular activities . . . □ □ □ 



c 



e 

f. consultation with the teacher-coordinator on any change in the i — i i — i i — i 

student's placement I I I I I I 

4. The form of the training agreement is consistent with your state's 
specifications, if any. (The state plan for vocational education may i — i i — i i — i 
contain these specifications.) I — I I — I I — I 

5. The information provided on the training agreement (e.g., school's 
responsibilities, etc.) is consistent with federal, state, and local i — i | — i i — i 
guidelines I — I I — I I — I 



d. compliance with all federal, state, and local labor laws CH [HI CH Ij^j 

compliance with a jointly developed training plan . . . 



Is] 

a 



mi 



LEVEL OF PERFORMANCE: All items must receive FULL, or N/A responses. If any item receives a NO, or 
PARTIAL response, review the material m the information sheet, Placing a Student on the Job, pp. 9-34, 
revise your training agreement form accordingly, or check with your resource tierson if necessary. 
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Learning Experience iV 



OVERVIEW 




ERIC 



7b 

75 



Assume you have been given the task of developing a training plan which 
will be used to determine the teacher training you will receive. This may be 
preservice or inservice training. It may be training required for certification 
or training which is pa-l of an advanced degree or professional develop- 
ment program. On pp. 77-80 is a blank training plan for you to use in 
developing your plan. The plan you develop should reflect your situation, 
your training needs, and your ultimate career objective. 

Current Job: If you are teaching at present, list your teaching position. If 
you are a preservice teacher, list the student teaching position you will, or 
probably will, have. 

Your Training Station is the school in which you are teaching or will be 
teaching as a student teacher. If you have not been assigned to a student 
teaching position yet, use tie high school you attended to give you a frame 
of reference. 

Your Related Classes are those classes or workshops in which you are 
now enrolled. 

In developing your plan, consider the following: 

• your career objective 

• the training and experience needed to meet that objective 
e your present level of training and experience 

0 the additional training and experience you need to meet your career 
objective 

« how the "training station" and "related classes" can provide that 

training and experience 
e the order in which the training and experience should be provided 
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TRAINING PLAN 



□ AG □ HEALTH 

□ BOE □ H. EC. 

□ DE □ T & I 

□ OTHER 



Date 
By- 



Student 
By 



SUPERVISOR/COMPANY 



COORDINATOR 



The job supervisor and the coordinator are responsible for dasigning a training program that assists the student-learner in m-king 
a successful transition from an inexeprlenced student-worker to a competent adult worker This TRAINING PLAN isan INFORMAL 
contract between the job supervisor and coordinator about the responsibilities for the student's training The job supervisor 
trams thestudentforspeclfic tasks on the joband provides as many different learning experiences a. po^isiblethroughoutt 

The coordinator, by knowing the type of tasks assigned to the studsnt and the training that is provided, can then design in-school 
learning projects that (a) provide remedial training In basic skills if necessary, (b) utilize the Job tasks and complement the training 
provided by the job su pervisor, (c) provide training for skills that a student needs prior to rotating to a new taskon the job. and/or (d) 
prepare the student to advance to a level nearer the stated career objective. The Training Plan should be reviewed periodically and 
adjusted to meet chenged circumstances. 



CAREER OBJECTIVE 


USOE 

Code No 


DOT 

Code No. 


DOT DESCRIPTION: 






CURRENT JOB 


USOE 
Code No. 


DOT 

Code No. 


MAJOR TASKS 


SPECIFIC ATTITUDES DESIRED 


MACHINES TO BE USED 


SPECIAL KNOWLEDGE/CONTENT NEEDED 
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TRAINING PLAN BREAKDOWN OF TRAINING AND RESPONSIBILITY 



No. 


1 opics 

(Skills, Knowledges, Attitudes, Understandings) 


Hours of Training* 


In-School 
Project 
No. 


Training 
Station 


Related 







































































































































































































































































UTHE/72 (Continue on another page if necessary). 



* For the purpose of this exeruse. you need not complete me huurs of training Instead, stmply piace a check in the appropnaie coiumnis) to 
indicate whether the training will be provided at the "training station," the "related class." or both. 
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TRAINING PLAN: RESOURCES AND REFERENCES 



Ust special resources and reference matenals that wHI assist the student m learning his or her current job and in achieving 
his or her career objective, (a) include job manuals, company poiicy statements, professional journpls. product information 
brochures, fringe benefit matenals, juo instruction sheets, and other types of job or product related materials, (b) include 
special instructional materials/ projects available in the related vlass and list other speciality tems that may be needed, (c) 
list names of persons, companies, and or associations that the student may contact for assistance and.'or infomiatlon 



RESOURCES AND REFERENCES 


AVAILABLE 


TRAINING 
STATION 


RELATED 
CLASS 


OTHcR (List) 




































































— 








■ " 

















— 










. — , 






, — ^ 








. _ — 
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TRAINING PLAN: SCHEDULE FOR PROJECTS 



Period No from , 19 to , 19 



Schedule of Tasks to Be Learned 
and/or Performed on the Job 


Related instruction and Individual Projects 


Name of Task 


Evaluation 


Assignment/or Project 


Date Due 


Evaluation 


a. 




a. 






b. 




b. 






c. 




c. 






d. 




d. 






e. 




e. 






f. 




f. 






g. 




9- 






h. 




h. 










i. 
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After you have developed your training plan, arrange to have your resource 
person review and evaluate your plan. Give him/her the Training Plan 
Checklist, pp. 81-82, to use in evaluating your work. 
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TRAINING PLAN CHECKLIST 



Directions: Place an X in the NO. PARTIAL, or FULL box to indicate that 

each of the following perfomiance components was not accomplished, 

partiaiiy accompilshed, or fully accomplished. If. because of special cir- «>«• 

cumstances, a performance compunent was not applicable, or impossiNe 

to execute, place an X in the N/A box. RMour<»p««oo 



LEVEL OF PERFORMANCE 



1. The career objective listed by the teacher accurately reflects his/ i — i 
her career goals ' — » 

2. The DOT description fits the career objective D 

3. Tho current job listed by the teacher accurately describes his/her i — i 
inservice, intern, or student teaching (present or future) position I — 1 

4. The teacher accurately identified the major tasks which would be i — i 
involved in the "current job " I — » 

5. The teacher accurately identified the specific attitudes desired for i — i 
that "current job*' I — » 

6. The teacher accurately identified the machines 'o be used by htm/ t — i 
her in working in tha "current job" I — I 

7. The teacher accurately identity d the special knowledge/content i — i 
needed for the "current job" I — I 

8. The teacher's breakdown of trainir>g and responsibility lists topics 
which are consistent with all of the following: 

■ . n 

a. the DOT mrormation given » — i 

b. the teacher's career objective D 

c. the teacher's "current job" i~l 

rn 

d. the additional training and experience needed by the teacher 1 — I 

9. The topics in the breakdown of training ard responslb!llty are r~\ 
listed in the right cequence, if sequence is important I — I 



□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 
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10. The teacher accurately identified a n .mber of resources and refer- 
ences which could assist him/her in acquiring idenUfied skills and \ — i 
knowledge I I 

11. The teacher's schedule for projects lists: i — i 

a. realistic time periods and due dates l_I 

b. projects and instruction which relate well to the tasks to be i — i 
learned I I 

c. tasks which are clustered realistically or logically (ZJ 

d. tasks and related instruction which are consistent with the i — \ 
breakdown of training and respon3i>3ility I I 

12. The c ^erall training plan is a realistic and comprehensive plan or i— i 
helping tha teacher meet h'S/her career objective I I 



□ □ 



□ □ 

□ □ 

□ □ 

□ □ m 



LcVEL OF PERFORfi/IANCE; Al! itemt must receive FULL, or N/A responses, if any item receives a NO. or 
PARTIAL response, review the material ir the information sheet, Placing a Student on the Job, pp. 9-34, 
revise your training plan accordingly, or check with your resource person if necessary. 
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TEACHER PERFORMANCE ASSESSI\^ENT FORM 

Place Co-Op Students on the Job (J-5) 



Directions: Indicate the level of the teacher's accomplishment by placing 

an X in the appropriate box underthe LEVEL OF PERFORMANCE heading, oate 

If, because of special circumstances, a performance component was not 

applicable, or impossible to execute, place an X in the M/A box. aesourco Person 



LEVEL OF PERFORMANCE 













i trt mafnhinn cttiHontc rn fPnt^tillP tr^ininn ^tAtlon^ thp 
1. in iTialUllliiy oluuciUo lU iciiiaiivc iiaiiiiiiy oiaiiwiio, tiic 

selected training stations matched the stijdents' csreer 


□ 


□ 


□ 


□ 


2. Each student was matched with at least three training 


□ 


□ 


□ 


□ 


3. Each training station was given the opportunitv to inter- 
view at least three prospective students 


□ 


□ 


□ 


□ 


4. The teacher carefully prepared the stud<5.iis for the inter- 
views (e.g., gave instruction in how to prepare a vita, how 
to dress appropriately, etc ) 


□ 


□ 


□ 


□ 


5. The teacher tOok responsibility for setting up interview 


□ 


□ 


□ 


□ 


6. The teacher provided students with introduction cards 


□ 


□ 


□ 


□ 


7. The teacher got the completed interview evaluation 


□ 


□ 


□ 


□ 


6. The teacher assisted the student in obtaining a Social 


□ 


□ 


□ 


□ 


9. The teacher assi3ted the student in obtaining a work 


□ 


□ 


□ 


□ 


10. The teacher and employer discussed hours and wages 
consistent with local, state, and federal labor lav.b — 


□ 


□ 


n 


□ 


11. The teacher assisted the employer in obtaining authori- 


□ 


□ 


□ 


□ 


12. The teacher assisted the employer in obtaining authori- 
zation to place tne student in a hazardous occupation 


□ 


□ 


□ 


□ 
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13. The teacher worked with union officials and manage- i — i i — i i — i i — \ 
ment to include students in union contracts (optional) I I I I I I I I 

14. The teacher's training agreement form was consistent i — i i — i i — i i — i 
with any state specifications I I | 1 | | | | 

15. The teacher's training agreement form provided the fol- 
lowing Information: i — ■ ■ — ■ i — i ■ — i 

a. school's responsibilities I | | | | | | | 

b. employer's responsibilities n □ □ □ 

c. parent's responsibilities □ □ □ □ 

d student's respon.nibilities □ □ □ □ 

16. Tfie teacher's training agreement form requested that the 

following information De provided: i — i i — i i — i i — i 

a. student's career objective V.'. .77. . "7:777. 77 I II II I I I 

b. occupat:on(s) to De taught □ n □ □ 

c. beginning and ending dates of the training period . □ □ □ □ 

d. average numberofhciirs per week the student would i — i i — i r — i i — i 
be employed I | | | | | | j 

e. maximum arid r minimum hours to be worked per day i — i i — i i — i i — i 
and per week I | | | | | | | 

f. rate of pay student was to receive □ □ □ □ 

g. conditions for increases in wages □ □ □ □ 

h. amount of school credit to be earned . . . □ □ □ □ 

i. names, addresses, telephone numbers, and signa- | — i i — i i — i j — \ 
tures of all parties involvf;d I | I | | | | |. 

j. name and position of on-the-job instructor . . □ □ □ □ 

k. effective data o< the ag«'eement □ □ □ □ 

17. The teacher's training agreement fornf> required that the 

parties involved agree to the following: i — i i — i f — i i — i 

a. cooperatively arranged school and work . chedules ' J I I I I I I 

b. released time for on-the-job training . . . □ □ □ □ 

c. time p.ovided for student extracurricular activities . □ □ □ □ 

d. compliance with federal, state, and local labor laws □ □ □ □ 
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e, compliance with a jointly developed training plan . . □ □ □ □ 

f. consultation wiih the teacher-coordinator on any \ — i \ — i i — i i i 
cnange in lha student's placement I — I I — I I — I I — ' 

18. The teacher explained tho training agreement thor- i — i i — i i 1 | | 
oughly to all parties L ! I — I I — I I — I 

19. The training agre^^nent was filled out completely and j — i | — [ \ — j i — i 
accurately I — i i — I > — I 1 — I 

20. The teacher ha* I all parties sign the training agreement □ □ □ □ 

21. The teacher gave copies of the completed training i — j | — i \ — j i — | 
agreement to all parties !_1 LJ LJ l_J 

22. The teacher's training plan form was consistent w'th any i — | r — | i — i i ; 
state specifications I — I ' — i I — I I — * 

23. The teacher's training plan form provided space for the 

following information: | > | | j | | j 

a. student's career objective I — I L — I I — I ' — ' 

b. DOT or USOE code number and occupation descrip- |— j q j— j Q 

c. job for which student was bbmg hired . . . □ □ □ □ 

d. broad occupational aroas of training — □ □ □ □ 

e. specific learning experiences □ □ □ □ 

f. whe''e each competency will be covered in school, i — i | i i i i i 
on fne job, or both L— I • — ' I — I ' — ' 

g. student progress or evaluaion ratings . . □ □ □ □ 

h. related resources or references to be used . . □ □ □ n 

24. The training plan was oeveluped jointly by the teacher- r— • i — i i j i — j 
coordinator and the employer or on-Ahe-job instructor . I — I I — J I — I LJ 

25. The teacher-coordinator got input in developing the 

training plan from the following sources: | 1 [ | I ] I | 

a. the student I — ' I — 'I — 'I — ' 

b. the Dictionary of Occupational Ti:ies\ the Occupa- 
tional Outlook Handbook: or the Vocation<)l Educa- \ — i i — i ^--i i i 
tion and Occupations Taxonomy — l J I — I I — I I — I 

0. a job analysis □ □ □ □ 
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d. the advisory or craft committee □ □ □ □ 

26. Designation was made in the training plan as to which 
competencies would be covered in school, and which on i — i 
the job I — I 

27. Both general occupational training and specific expon- j — i 
ences were liste J in ♦he training plan I I 

28. Aii experiences outlined in tf* training plan were related i — i 
to the viudent's career objective L-J 



□ □ □ 

□ □ □ 

□ □ □ 




mmmm 



LFVEL OF PERFORMANCE: All itens must receive N/A, GC JD, or EXCELLENT responses. If any item 
receives a NONE, POOR, o\ FAIR response, the teacher ana resour e person shou'd meet to determine 
what additional activities the teacher needs to complete m order to redch competency in the weak 
area(s). 
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ABOUT USING THE CENTER'S PBTE 
MODULES 



Organization 

Each module is designed to nalp you gam competency 
in a particular skill area co.isidered important to teach- 
ing succoss. A module is made up of a series of learning 
experiences, sorr^e providing background informAtlon, 
some providing practice experiences, and others com 
bir.ing these two fuiictioij. Completing these experi- 
ences should enable) you to achieve the terminal objec 
tlve in the final learnn:g experience. Th i final experience 
in each module always requires you to demonstrate the 
skill in an actual school situation when you are an intern, 
a student teacher, or an inservice teacher. 

Pfocedures 

Modulesare designed to allow you to individualize your 
teacher education program. You need to take only those 
modules covering skills which you do not already pos- 
sess. Similarly, you need not complete any learning ex- 
perience within a module if you already have the skill 
needed to complete it. Therefore, before taking any 
modrJe, you should carefully review (1 ) the Introduction, 
(2) t!ie Objectives listed on p. 4, (3) the Overviews pre- 
ceding each learning experience, and (4) the Final Ex- 
penence. After comparing your present needr and com- 
petencies with the information you have reao !r these 
sections, you should be ready to make one of the follow- 
ing decisions: 

• that you do not have the com.petencies mdicixed. 
and ohould complete the entire module 

• that you are competent in one or more of the er 
abling objectives leading to the final learning ex- 
perience, and thus can omit that (those) learning 
experience(s) 

• that you are already competent in this area, and 
ready to complete *he final learning experience in 
order to "test out" 

0 that the module is inappropriate to Y '^^ nf eds at 
this time 

When you are ready to take the final learning experience 
and have access to an actual school situation, make the 
necessary arrangements with your resource person. If 
you do not complete the final experience successfully, 
meet with your resource parson and arrange (1) to re- 
peat theexpenence, or (2) complete (or review) previous 
sections of the module o. other related activities 
suggested by your resource person oefore attempting to 
repeat the tina' experience. 

Options for recycling are also available in each of the 
learning experiences preceding the final pxperience 
Any time? you do not meet the minimum level of perfor- 
mance required to meet an objective, ^ou and your re- 
source perbv ay meet to select activities to heip you 
reach com^^. jy. This could involve (1) completing 
parts of the module previously skipped; (2) repeating 
activities, (3) reading supplemerttary resources or com- 
pleting additional activitif»s suggested by the resource 
person; (4) designing your own learning expenence; or 
(5) completing some other activity suggested by you or 
your resource person. 



Terminology 

Actual School Situation . . . refers to a situation in 
which you aro actually working with, and responsible 
for, secondar, Z' post-secondary vocational students in 
a real school. An intern, a student teacher, or an In- 
service teacher would be functioning in an actual school 
situatic. - .f you do not have access to an actual school 
situation when you are taking the module, you can com- 
plete the module up to the final learning experience. You 
would then do the final learning experience later, i.e., 
when you have access to an actual scho:)l situation. 
Alternate Activity or Feedback . . . refers to an item or 
feedback device which may substitute for required 
Items which, due to special circumstunces, you are un- 
able to complete. 

Occupational Specialty . . . refers to a specific area of 
preparation within a vocational service area (e.g., the 
service area Trade and Industnal Education includes 
occupational specialties such as automobile tvz 
chanics, welding, and electricity). 
Optional Activity or Feedback . refers to an item 
which is not required, but which is designed to supple- 
ment and enrich the required items in a learning experi- 
ence. 

Resource Person . . . refers tc the person ir. charge of 
your educational program; the professor, instructor, 
admiiiistrator, supervisor, cr coof.erating/supervisi»ig/ 
classroom teacher who is guid.ng you in luking tnis 
module. 

Student . . . refers to the person who is enrolled and 
receiving instruction in a secondary or post-secondary 
educational institution. 

Vocational Service Area . . . refers to a major vocational 
field: agricultural education, busmbdsand office educa- 
tion, distributive education, health occupations educa- 
tion, home economics educ2tton. industrial arts edu- 
cation, technical education, or trade and industrial edu- 
cation. 

You or the Teacher . . . refers to thf, person who is tak- 
ing the module 

Levels of Performance for Final Assessment 

N/A . - . The crit6iion-was not met because it was not 
applicable to the situation. 

None ... No attempt v/as made to meet the criterion, 
although it was relevant. 

Poor . . . The teacher is unable to perform this ski, I or 
has only very limited ability to perform it. 
Fair . . . The teacher is imatJle to perform this bkill in a,i 
acceptable manner, bjt has some ability to perform it. 
Good . . . The teacher ts able to perform this skill m an 
effective manner. 

Excellent . . . The teacher is able to perform this skill ma 
very effective manner. 
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Titles of The Center's 

Performance-Based Teacher Education Modules 



C«t»^ry A: Program Planning, Oavtlopmant and Evaluation 

A"1 Prepare for a Community Survey 

A-2 Conduct a Community Survey 

A-3 Report the R.Tdings of a Community Survey 

A-4 Organize in Occupational Advisory Committee 

A-5 Maintain an Occupational Advisory Committee 

A-6 Dovelop Program Goals and Objectives 

A-7 Conduct an Occupational Analysis 

A-8 Develop a Courso of Study 

A-9 Develop Long-Range Program Plans 

A-10 Conduct a Student FoUow-Up Study 

A-11 Ev6*uate Your Vocational Program 

Category 6: Instructional Planning 

&~1 Determine Needs and Interests of Students 

Develop Student Performance Objectives 

&~3 Develop a Un t of Instruction 

B-4 Develop a Lesson Plan 

&~5 Select Student Instructional Matei.als 

B-^ Prepare Teacher-Made Instruc lonal Materials 

Category C: Inttnictional Execution 

C-1 Direct Field Trips 

C-2 Conduct Group Discussir.is. Panei Discussions, and 
Symposiums 

C-3 Employ 3fainstoniiipj|, Buzz Group, and Question B^^a 
Techniques 

C-4 Direct Students ir Instructing Other Students 

C-5 Employ Simulat'on Techniques 

C-6 Guide Student 3tudy 

C-7 Direct Student Lalwratoy Experience 

C-8 Direct Students in Appl* mg Problem Solving Techniques 

C t Employ the Project Method 

C-10 Introduce a Lesson 

C-11 Summarize a Lesson 

C-1 2 E« rOy Oral Questioning Techniques 

C-1 3 t irpioy Reinforcement Techniques 

C-14 Provide Instruction for Slower and More Capable Learners 

C-1 5 Present an ll'ustrctetJ Talk 

C-1 6 I>monstrate a Manipulative Skill 

C-1 7 Demonstrate a Concept or Pnncipia 

C-18 Individualize Instruction 

C-19 Employ the Team Teaching Approach 

C-<^ Use Subject Matter Cxperts to Present Information 

C-21 Prepare Bulletin Boards and Exhibits 
C-22 ^resent Information with Models, Real Objects, and Flannel 
Boards 

C-l>3 Present Inforrr.ation with Overhead ano Opaque Materials 

C-2't Present Information with Fslmstnps and Slides 

C-2o Present Information wttn rilms 

C-Ze Pr\>sent Information with Audio Recordings 

C-27 Prcsont Information with Televised and Videotaped Materials 

C-28 Employ PrOfirar-rPfcO Instruction 

C-29 Present InfciTTiction with thv^ Chalkboard aitd Flip Chan 

Category D: Ifisit^^nal Evaluatlof ^ 

D-1 Establish udent Performanci^ Critena 

0-2 / -•iss Student Performance Knowledge 

D-3 Assess Student Performanco: Attitudes 

D--4 Assess Student Performance Skillr 

D>5 Determine Sti lent Grades 

D-6 Evaluate Your Instructional Effecttvenes^i 

Cate(»v)ry E: Instructional Management 

E-1 Project Instructional Resource Needs 

E-2 Manage Your Budgeting and Reporting Responsibilities 

t 3 Arrange for Improvement of Your Vocational Facilities 

E-i Maintain a Filing System 



E-5 Provide for Student Safety 

E-6 Provide for the First Aid Needs of Students 

E-7 Assist Students in Developing Self-Discipline 

E-8 Organize the Vocational Laboratory 

E-9 Manage the Vocational Laboratory 

Category F: Guidance 

F-1 Gather Student Data Using Formal Data-Collection Techniques 

F-2 Gather Student Data Through Personal Contacts 

F-3 Use Conferences to Help Meet Student Needs 

F-4 Provide Information on Educational and Career Opportunities 

F-5 Assist Students in Applying for Employment or FurtherEriucation 

Categoiy Q: School-Community Relatlont 

G^l Develop a School-Comm unity Relations Plan for YourVocd'Jonat 
Program 

G-2 Give Presentations to Promote Your Vocational f^royram 
G-3 Develop Brochures to Promote Your Vocationaf Program 
G-4 Prepare Displays to Promote Your Vocational P'ogram 
G 5 Prepar9 News Releases L. id Articles Concerning Your Voce tional 
P'-ogram 

G-6 Arrange for Television and Radio Presentations Concerning Your 

Vocational Program 
G-7 Conduct an Open House 
G-8 Work with Members of the Community 
G-9 Work with State and Local Educators 
G-10 Obtain Feedback about Your Vocational Program 

Category H: Student Vocational Organization 

H-1 Develop a Personal Philosophy Concerning Student Vocational 

Organizfitions 
H'2 Establish Student Vocational Organization 
H-3 Prepare Student Vocational Organization Members for 

Leadership Roles 

K>4 Assist Student Vocational Organization Memt)ers in Developing 

and Financing a Yearly Program of Activities 
!H*5 Supen/ise Activities of the Student Vocational Organization 
H-6 Guide Particioatk}n In Student Vbcattonal Organlzatk}n Contests 
Category I: Professional Role and Development 
1-1 Keep Up-to-Date Professionally 
1-2 Serve Your Teaching Profession 
1-3 Develop an Active Personal Philosophy of Education 
M Serve the School and Community 
I'S Obtain a Suitable Teaching Position 
1-6 Provide Laboratory Experiences for Prospective Teachers 
1-7 Plan the Student Teaching Expenence 
1-8 Supervise Student Teachers 

Category J: Coordination of Cooperative Eoucatlon 
J'1 Establish Guidelines for Your Cooperative Vocational Program 
J-2 Manage the Attendance* Transfers, and Terminations of Co-Op 
Students 

J-3 Enroll Students In Your CoOp Program 

J-4 Secure Training Stations for Your Co-Op Program 

j-5 Place Co-Op Students on the Job 

J-6 Develop the Training Ability of On-the^ot Instructors 

J-7 Coordinate On-the-Job Instruction 

J-8 Evaluate CoOp Students On-thONJob Performance 

J-9 Prepare for Students' Related Instruction 

J- 10 Supervise an Employer-Employee Appreciation Event 

RELATED PUBLICATIONS 

Student Guide to Using Perfornance-Based Teacher Educatk}n 
Materials 

Resource Person Guide to Using Performanne-Based Teacher 

Education Materials 
Guide to the implementation of Performance-Based Teacher Education 
Performance-Based Teacher Education: 

The State of tne Art, General Education and Vocational Education 



For Information regarding availability ano prices of those materials contact— 

American Association for Vocational Instructional MsterSais 
120 Engineering Center e University of Georgia • Athens, Georgia 30302 e (404) 542-2586 



